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ABSTRACT 

The social skills developsent unit is designed to 
snpplenent career education prograns; the progran objective is that 
students vill learn social skills in order to find and naintain 
enploynent. A sequence of 22 activities or projects exposes students 
to: resuaes, want ads, eaploynent applications, listening and 
speaking skills, interview conduct, groosing and dress, interpersonal 
relatioLs, job performance, evaluation, budgeting, proaotions, 
updating job skills, and occupational interests, objectives, 
materials, and student activities are outlined for each project with 
space allotted for teacher evaluation and coaiDents. Some of the 
student activities involve readings froa selected texts and the 
showing of films and filastrips (references included) . Examples of 
checklists, questionnaires, records and forms, and other student 
activity handouts are included throughout the social skills 
development unit. (EA) 
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JUSTIFICATION OF PROGRAM 

Cortor tdueciHen hai been charged wUh the res|)onslblHty of educoHng for job entry tkllls. 
In most cases career education has achieved this objective. There Is eonslderabty more to 
education than just learning skills of the trade. Being socially fit for employment is also very 
Important .( This program has as Its oblectlve that students will learn social skills In order to • 
find employment, learn on the job skills, and maintain employment."^ 
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IMaEMENTATION OF PROGRAM STRUC1URE 

The Social SktlU Program tl schedules os reloted instruction with the regular 
blocks of time for career training. Each career education prog«'om devotes approximately 
five hours per week to <eloteu Instruction. This will be the time slot for the Social Skills 
Program. The writing committee estlmotes the Social Skills Program will run eight weeks. 

The first group of students which will participate In this program will be 
the Cooperative Education Programs. This includes Office Education, Trades ond Indjstry 
and Distributive Education. 

The second group of students which will participate in the Social Skills 
Program will Include Food Service and two other Duy Trade Programs. The Day Trade 
cloises will be scheduled at the discretion of the project instructor and related teacher. 

One of the basic Ideas of this unit is its flexibility ond adaptability Into 
the present curriculum structure, therefore, it is important that the project instructor 
work closely with the orher instructors in Career Education. 

Any or all portions of this unit may be included when advisoble or when 
the instructor feels it is appropriate to the needv of the students we ore serving. 
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GENERAL OSJECTIVHS 

1. To help eoeh student know htmself os on Individuol . 

2. To help each student develop new potterns of thinking which will be reflected In 
changes In attitudes and behavior. 

3. To help him think critically and keep on open mind In relationship to his occupational 
goals. 

4. To broaden his horizons by exposing him to new career ob|ectives, experiences, people 
and employment possibilities. 

5. To arouse each student's motivation so that he becomes personally Involved and 
Interested In pursuing what he needs in the world of work. 

6. To help him communicate by developing his abilliles to express his thoughts both 
orally and in v<^riMng. 

7. To help him develop more flexibility In adjusting to the unexpected in his 
occupational experiences that may arise. 



SPECIr'IC 0BJECT(>/E5 

I To b« comclous of the characteristics of a well written employment application. 

2. To demonstrate the proper conduct for a job Interview. 

3. To develop the ability to meet and react to people In a variety of business 
situations. 

To prepare the s^- dent to be flexible In adjusting to fellow workers and the 
work environment . 

5. To recognize appropriate emplr//men» dress. 

6. To practice a set partem of good g'ooming and persona! care. 

7. To Incorporate proper telepnone techniques In business and industry. 

8. To recognize the sound characteristics of lette' and memorandum writing. 

9. To be sensitive to good lUtenlng pracHces. 

10. To engage in constructive and pu'poseful verbal communication skills, 

11 . To participate in a performance evaluation and a self-evaluotion for 
positive gains.. 

12. To recognize the importance of mulntaining your skill in a changing world 
of wof^k , 

13. To determine the possibilities fo? employmcrtt advancement . 

14. To volue constructive use of time a^d de-dop a responsible a+tltude roward 
puncfualit/ and absenteeiim. 
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SEQUENCE OF ACTIVITIES 

1. Triple Inventory 

2. Re&unne 

3. Pe.sonal {ob Intere^^s and capabilities 
4* Analyze wont ads 

5. Write a situation-wanted ad 

6. Writing letters of application and memorandums 

7. Where to find {ob openings 

8. Employment opp ilea tlonu 

9. Use of telephone 
I0« Meeting people 

11. Learning to listen 

12. Speoking - gossip and bias 
13m Conduct during an Interview 
I4« Employment dress 

15. Grooming 

16. Getting along with fellow workers- conduct and attitude 

17. Performance review 

18. Budgeting - time and money 

19. How ask for a raise or promotion 

20. Moiniaining and updu-n.g your skills 

21 . Three areas of occupational interest 
22 . Studer-t C-Jtique of the unit 
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PROJECT I TRIPLE INVENTORY 

OBJECTIVE: To compile on Inventory of your educotionol background, your work experlencf, 
and 0 petsonal evaluation of your interfsrs. 

INTRODUCTION AND MATERIALS: Mooney Problem Checklist 

Kuder Preference Record 



STUDENT ACTIVITIES: Read: Chapter 2 - Occupations and Careers 

Chapter 2 - Getting a Job with a Future 

Wrile: Prepare an educational background Inventory, work experience 
Inventory, and a personal anolysis Invenvory. Refer to pages 
II - 12 for a ^uide. 



TEACHER EVALUATION AND COMMENTS: 
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PROJECT 2 RESUME 

OSJECTlVEf To compile on occutote resume to "show you off." 

INTRODUCTION AND MATERIALSj Show several samples of a resume. 

Tronsporlencies from Chapter 4, poQ^^s 21 - 31 of 
Getting a Job with o Future . 



STUDENT ACTIVITIES: Read: Chapter 4 - Getting a Job with q Future 

Chapter 9 - Pages 113 - 115 of Occupations and Careers 



TEACHER EVALUATION AND COMMENTS: 



PROJECT 3 PERSONAL JOB INTERFSTS AND CAPABlLITiES 

OBjCCTIVEs To Introduce the wlUe variety of |obs and CG^-eers available In the current 
world of work . 

INTRODUCTION AND .ViATERlALS: Film: Jobs In rhe Wyld of Works A Good Place to be. 

P 471 - Area Xk»' Media Certei . 
Refertjnces: OciiipQ'W ' no'' Horidbook 

'Ercyciopedio of Co' se's or d Vocational Giiidanee 
Records: A Man s Wo? Id - Mct?«aw hill lionk Company 



STUDENT ACTIVITIES: Readt Chapters 3 - Overview of the Wond of Wo-k - Occupottons and Careers 

Chapters A - Tomortow's Jobs - Occupations and Coree^a 

Slides: "Here Comes the Future" Butler Assoclcte*, l.M.C.r Des Moines. 



lEACHER EVALUATION AND COMMENTS: 
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PROJECT 4 ANALYZE WANT ADS 

OBJECTIVE: To analyze the expressed ond Implied wording of the ad and the various 
ways of following it up* 

INTRODUCTION AND MATERIALS^ Sample want ads from local newspapers 



STUDENT ACTIVITIES: Read: Chapter 9 - pages 108 - 109 Occupations and Careers 

Chapter 6 - Getting a Job with a Future 

bring to class: Samples of an opon ad, blind ad, and an 
employment agency ad. 



TEACHER EVALUATION AND COMMENTSr 



PROJECTS WRITE A SITUATION WANTED-AD 

OBJECTIVE: To write o situation wonted-od to odvertlse your skills. 



INTRODUCTION AND MATERIALS: Sample situation wanted-ads from local newspapers 

displaying the various type prints available. 



STUDENT ACTIVITIES: Read: Chapter 7 - Getting a Job wl»h o Future 

Chapter9 - pgge 109 « O ccupations and Careers 

Write: A situation wonted-ad and specify the type ftyle you 
desire. 



TEACHER EVALUATION AND COMMENTS: 



Situation wanted adt 

in a situation wanted ad it is the job-seeker who 
takes the initiative by publicizing his qualifications 
to prospective employers. We will learn in Chapter 
7 how to best phrase the ad, when and where to 
place it, and the type of ad to use. 

Ffitndt and neighborM 

It's surprising, isn't it, that this apparently in- 
direct approach should be considered a major 
source of job procurement? Records show that 
more than one*third of all job»holders have gotten 
their leads for employment through recommenda- 
tions of neighbors, friends, teachers, or school 
guidance counselors. There is more than a grain 
of trudi in the saying "It's not only what you know 
but whom you know" that leads you to tho job 
you want. 

Direct eonUtct with employers 

This phase of the campaign involves compiling a 
list of firms which are most likely to need your 
talents and services. Contact with prospective em- 
ployers may be made by personal visits, written 
correspondence, or by phont. This approach calls 
for ingenuity and sustained effort— the same in- 
gredients that are used in merchandising and sell- 
ing any product or service. 

Union btteineu agent* 

Trade unions serve as free employment agencies 
for their membership. It is one of uie responsibil- 
ities of trade unions to match up employers' re- 
quests for workers with available applicants. 

If you are a member of a unio:i, and are out of 



work, it is up to you to make your availability 
known to your union local. Even if you don't hold 
a union card, it will be worth your while to contact 
the business agent to discuss qualifications and 
requirements for union membership. 

CivU Service (cityt county, etate, federal) 

There are literally thousands of excellent job and 
career opportunities in Civil Service— and not 
nearly enough applicants. Most people are not suf- 
ficiently informed about job opportunities; in gov- 
ernment service and are unaware that they possess 
the qualifications for the many good jobs open to 
them. This source of employment is so very impor- 
tant that an entire chapter is devoted to it in this 
book (Chapter 13). You will learn where to get the 
latest information on available jobs, and how and 
where to apply for applications and examinations. 

Follow-up of new comtruction and contact wlih 
buiineuee^to-be 

TTiis refers to anticipating job openings with new 
business enterprises, before such job vacancies are 
publicly advertised. It involves keeping informed 
about forthcoming construction and business open- 
ings, by folbwing news items in newspapers and 
trade journals, by observing neighborhood con- 
struction, and through word-of-mouth, "inside" in- 
formation passed on by friends and associates. 

We have reviewed some of the major sources of 
job leads. But, regardless of how you got that lead, 
your chances for landing the job will be much 
better if you can present a written statement of 
your qualifications. That statement is called a 
r^sum^, and is the subject of the next chapter. 



PROJECT 6 WRITE AN EFFECTIVE APPLICATION LETTER 
OBJECTIVE: To write an effective opplicatlon le^er, 

liNlTRODUCTION AND MATERIALS: Handouts: Sample let^e's of application 

SIk Steps «o W'i'lng an Application Le»*er 
Ui-ijt 144 - Le»'ef of ApplIcaMon from Modern 
Clerical P ot 'ice. 



STUDENT ACTIVITIES: Read: Chapter 6 - page 43 - 44 - Getting a Job vith a Future 

Chapter 9 - page 110 - III - Occuponons ar.d Careers 

Answer: A newspaper adve-Hsement by vw« iting a letter of application 



TEACHER EVALUATION AND COMMENTS. 
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BEST m AVMUniE 

SIX STEPS TO AN EFFECTIVE JOB APPLICATION 

I. ■ 

t. Ettablish a point of contact (attract fovofoble attention). 

A. Physical appea-ance and a:range»»tenr 

B. Sta (emert of nature and purpose 

2. Outline your understanding of the fequiremer^s of the posHlon (o'ouse Interest 
with a study of the needs of this speciHc job opening). 

3. Show how your experience and education fit these requirements (sustain interest 
and stimulate desire for a personal inter^^lew, as your qualifications begin to 
appear valuable). 

4. Mention personal qualifications i.refnforce desi»e for o personol interview that 
will check your application against your actual personality)^ 

A. Your interest in the employe-' s type of business 

B. Reasons for leaving your present connection 

C. Personal desires and chief oim or interest 

D. Why you feel you con fill the requirements 

5. Give references (reinforce the employer's desire to look further into your 
qualifications). 

6. Make a request for on interview (ge*- action-rhe result you desire). 



In answering advertisements or in writing unsolicited 
letters of application, you should try to compose a letter 
which v/ill have the best chance of bringing you a response. 

Contents 

Your letter of application should indicate how you have 
heard of the position, explain why you are interested and 
feel that you are fitted for the job, and request a personal 
interview. The present trend is to enclose with the letter a 
summary of your qualifications. 

PERSONAL INFORMATION. Give your name, address, 
telephone number, age or date of birth, weight, and height, 
and state whether you are married or single. It might be 
advisable to enclose a small, recent photograph. 

EDUCATIONAL BACKGROUND. List schools attended, 
date of graduation or of leaving school, major courses, 
minor courses, honors or awards received, special courses 
taken that will hsip on the job, typewriting speed, machines 
that can be op3rated, school ofrices held, club work, ex- 
cellent attendance or punctuality record, night school, 
colSsge, or correspondence courses taken. 

WORKING EXPERIENCE. List all full-time, part-time, 
summer, and school practical work, including names of em- 



ployers, addresses, exact emphyment dates, and a short 
description of work done. 

MISCELLANEOUS INFORMATION. Here you may indi- 
cate your hobbies or zdy ^ther special features wliich 

fit you for the job« 

REFERENCES. At least two references should be listed. 
Names, addresses, and telephone numbers of former em- 
ployers, businessmen, teachers, principals, or religious 
leaders should be given. Do not use members of your family 
as references. It is important to obtain permission from 
your references to use their names. 

Appearance 

Always use good white bond paper. If a handwritten 
letter is called for, use biue-b!ack ink and a good fountain 
or ball-point pen. Otherwise, typewrite your letter. Be cer- 
tain that the typewriter has a dark ribbon and that the type 
is clean. iVIake each heading, such as PERSONAL INFOR- 
MATION, stand out clearly by capitalizing or underscoring. 
Sign your name in ink. Even if you are sending the same 
letter to several companies, always send an original, never 
a carbon or mineoeraohed codv. 

Effectiveness 

Compose your own letter, trying to make it as effective as 
you can. Do not put any false information in the letter. 
Vour employer is interested in your honesty as well as your 
preparation. Be certain that the grammar, spelling, punctu- 
ation, capitalization, and centering are perfect. Address 
your letter to the head of the firm or to the personnel man- 
ager rather than to the firm itself. You can learn these 
names by telephoning the ccmpany. When your letter is 
completely set up, have someone such as your English 
teacher, placement coiinssior, or a businessman check it 
carefiilly. 
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PROJECT 7 WHERE TO FIND JOB OPENINGS 

OBJECTIVE: To learn the steps in a well coo di no ted job campaign, 

INTRODUCTION AND MATERIALS- Speftkcs Locol Emplo/ment Agency 

Bookie*. " Looking fo» a Job" b/ Turner Cceer Series 



STUDENT ACTIVITIES: Read: Chapte*- 5 - Occupp-iops and Co-ee'S 

Chapte* 5 - Ge>»ing o Job with o Fu^re 

Chopte'- 3 - Ge"ing g Job v»ith a Fu«u»e - pages 14,15,16 

Presen^oMon: By students »o students on a«eas in graphic chart shown 
on page 15 of Ge'Mng a Job wiih a Future . 

Visit: State Employmer » Se'vir.e 
Civil Service OHice 

Prepare: Bulletin boojd fega»dirtg current job market 



TEACHER EVALUATION AND COMMENIS- 
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The culmination of your entire job-search campaign is 
a personal interview. Shown above is a graphic chart 
which illustrates the majoi aspects of a weil-coordtnated 
job campaign^ leading to the interview. 



PROJECT 8 EMPLOYMENT APPLICATIONS 

OBJECTIVE: To fill out an employment application clearly and correctly. To understand 
the purpose of the W-2, W-4 forms and Social Security Applications, 



INTRODUCTION AND MATERIALS: Film: P 236 Your Job: Applying fo' it 

Film: Harcourr, Brace and World - Getting and Keeping 
Your First Job 

Telephone Reference Check Guide - Form 105 - V.W, 
Eimicke Associates, Inc., Bronxville, N.Y. 



STUDENT ACTIVITIES: Complete an application form, a social security application, and 

an employees exemption certificate. 



TEACHER EVALUATION AND COMMENTS: 
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CMPlOYErS WITHHOLOINfi EXEMPTION CERTIFICATE BESf CQpy 



•Ml fiw implty* 
m. OthimiMiii 
jWil«ltllliMtt4k 
IKNM Ux frooi 
Mr »mi nitth 
MtittimpttMb 

jfm w$ or. 

rMTdt If tfii 

ctolmil IH amy 
DMrIrt Olrtctor 



I tomptlons for ifi ind btindniu Cipplicitld only to you ind your Mift Lut te fUMiw(l.fI%, — • 
* «d Jht BimpUoM ind iHowinctt (I» iW whleJi i»u hivi dilnwd tbow ind inlti totil . ' '. '. 



7. AilditioMi wIlMioidIm eif Biy jmflan u,h., .. fHnuBt t»Hh imploycf. (Sn Inrtnienan 
•» •••<«lU«M «lalaM< M tM cifUflciU iMiMt VIM tki MMkr li athk t M 
■ ■ ■« • 



iL 



MUM. 



1. NUMBER OP EXEMPTIONl-Oo 001 cUim fflOK Um the 

tocome tu tiua wiU be w.mi,d4 • imtJIw o^bercTwOTpZuISS 
ffi^^'r '" T"" *° «ftreeaient with youf etnplorer to 

^S?«^t^°^.*?&*l'^'^. Note thi» if yo/taie thw 
oat Cfliplojer, m if both hwbaai aad wife tie emplorcd. 

teurttdiMi oa <2mia« .dditioatl illowttce* bued 00 WwTitoni*^ 

«*JU'*'*.?^ "* KEMPnONS^Yea mir file a new ctrtiSase 
•t ur tune if the ouobcf of your enaptiou INatBASEsT 

You must file a aiv entifiate within 10 dm if the ounher of «• 
aaptioM pteviouslr cltined by you DECREASES beow: 



...iSu.l*^'' • *f * • «*«P*o<'«'t doei not tffea your withholdios 
uata ttoaeit jrear. but nquiics the fliog of a anr cmfiotiL j& 



SSi S?un.°^ ©wfobe t of the year lo vUch tht 

►«^?f i"**'''' ^»«>«''«« "Mult your local Oinrict Diitctor of Ia> 
ttnul Seveaue or your employer. w «• 

.wt^ 05'*^"°^'??^^" *» «Jei)endent (line 4 oa other 
»lde), a penoa (a) must receive more than one-hal) of bii or to 

weome during the yew (except »our child who is a itudSt orwSto 

SSt^sL'SS.'l'If^'j"*' »<« •» claimed « m «efflpSM 

TJ?**^P^i'»«'*iw«»*i^,ttd (d) mu5tbeadti»orSldS 
uf the ifnited Stitw or a resident of C»dk^MZk^^jSL^^ 
Pwamj Of the Cjpal Zone (this doet notapply to «o alien eWHleaS 

fdlOT^: *^ " » 

iVrtoU*- ' ««pBWh«r. ('uh»ia.bw. 



You uadff. «uet. acphcv. or slm oolf tf blood). 
i«5'J!!^*^^*^?rT'?7^l^*" Imposed for willfully supp* *ing false 

d^i^e^'tit^SoisRiiK w«5ra*£ 



Fomi W*4E 

Oipu^tnl Of !A» TrNiufy 
tntiniil Kmnui Smricr 



Withholding Exemption Certificate 

(For use by employees who anticipate no tax liability for 1970.) 



Typo Of print tuW ntmo 



Homo addroio (Numbtr and Stroot) 



Social Soeurity Numbof 



CxptfOi <s«t Instructions) 



City. Stata. and ZIP Codo 



C.npfoyae. — File this certificate with your employer. 
Otherwise he must withhold Federal income tax from 
your wages. 


Employee's certification —Under penalties of perjury. 1 certify that 1 
incurred no liability for Federal income tax for 1969 and that 1 anticipate 
that I will incur no liability for Federal income tax for 1970. 


employer.— Keep this ceriifrcate with your records. 
This certificate may be used instead of Form W-4 by 
those employees qualified to claim the exemption. 
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Who May CIt.'m tho ExempCion from thholdinf of income Tti — 
YOU moy bo oni.tted to c!a«m the e«ernot.on from ^^e withhoid.r^ cf 
;^OdOfal income Ux .f you mzun^d no ' ty f.v .neome tax for yo:.f o»c 
ceding toiobio year and you anticipate that you v^.il incur no i.aa i-tv 
for income ta« for youf Cuf^e-t ta»ANe yeAt. For ih s ourtnse you .n-ur 
aji .ab.hty If yoii file a ,o n. r^-urn CI shows ta.. if yct, are e'.g b!e 
to da.m lh.$ e^e-r^pton. y^^r er.D->ef w .l ret Wrhcid fi^L'tval > 
fJl '^^i^'Hr^'^L^ H .seer s ^-rr! ?. -.^te tt.,* net aff.>ct lub fc 
112^$ A^t ""^""^ Ccntr.bu. 

as «o^^\%^«?blr' ^^'^ cortificato w.h your empio>or 

Inco't^e ta« from your w^s*^ and yo^ incjr i.-^r e tai J-ab l.fv vcu 
n n^g't pard.'"'^ ^ '^'^ estimated taM and be >uh,«t to tue penalty ,f 

I040.^Genera»y. ,f you are i. smgie 
person and your gross mcome for the ye.u .$ $i.r00 Or mo^e or ,f you 

T ^''^ '"^^'"^ combined w'th tho gross 

iwome of your spouse for the year lo $2,300 or mo/t and you are 



Instructions 



^eturn"^ ^'^^ * '"""^ ^ t«» 

-n ?*ml?*rf employed by more than ono employer, 
roi may claim the otempt.on from withhoidir.g with each omolovcr 
prov.ded hat tho total of your anttcpated mcont* w .1 nrcausTyou to 

irab! 47«. '"'^'"^ you mcurr'ed no 

iiatjii ry for fe'Jcji mcomf ta« lo' 1969 

E>0>rat.on »nd Requirement of Revocation of th« Exemption —This 

, .nco.re tJi fctUfn on a Calendar yej, t,.is,v or on the last da« 
o the (ourtM m,nth fo.io*.nr the ci.se of the t.-,..,ni? yen ,n the cat. 
of an .moioyee who Me, h„ .ncon-c ta. -eturn on a f'.Val y,ar h",. 

t e ca endar ye.ir. <t .t un-o.isonjbie to anticipate you w'll not mcur 

Ce.emfer j. or the fi-M day oi the U,t n-onth of your cur.ent tnab . 
year ,f yo„ oo not determ.n, your fa. on a cafenjar year ba"» * ft t 

."r^rfe Vt'/ate".*; 'V u^'.".^.ty 

.« .K " you want to (I.»C0iit.nu» or are lequir-d 
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A^PUCAYION FOR SOCIAL SECyRIIY NUMIIll 
(Or il*plac«m*nt ev Lest Cord) 

biioiniatibn Fi.nti«h*d On Tt.it rom l« CONFIOENTIAl 



■ L 



00 NOT WKl.t IN Tt€ AlOVf »Aa 



c 

CI 

( 

( 
k 



YOU WIU use IN WOflK 
OR SUSINCSS 



(Middft Npw» or teifiol— 1^ none. d«# ^ «— ) 



^jiijrFUU 
N^C OlVfN 

?ou AT ti^m 



Of 
•tRTH 



MOTHW S PUi NAA-JI ^( HEt IKTH {Im moidtn nont) 



FATHCK S hAK HAMi {ttgortltw Imttg or dwd) 



FO« OH <AD A SOCIAL SK'JiiVt. 
«AllHO.>U, Ol? TmX ACtOU'%' MUMUK7 



1 



OAU OP 

•iirrM 



YOUK ^SCNT A0( 
r Ago Oki Jsaf birfhrfny) 



MAll ^IMAII 

□ Q 

Vouk i^n on »At^ 



VNITI 

□ 



MtOld OTNtt 

□ □ 



□ □ U \ 



n 



YOUR 

MAIIIKO 

AOORC$:i 



{VP CM) 



TODAY'S OATE 




Sign tOUfcliAMt HERC (Co No? Pnn»\ 



TREASURY DCFARTMEM^ InrtAiol RovoniM Stmco 
Form SS-S (12-64) 



• Ufwn compiofiid epplieonon to fioorof^ SOCIAL SCCU«1TY AOMWISTRATIOK OlSWItt OP?lCI 
MAVI VOU COMnJTtO AU IS tTtRat 



INSTRUCTIONS 



•t is imporionf rt^of yeu fill .n thii form completely M th# .n^ur-no'.on called for m »ny 
ttom It no» known. wf.?e Unknown Pf-nt legibty .n dork Or w*e typowr ter. 

On* Account Number U Alt You Evor Nood 
ror Socio) Security And Tox Purpoidi 

1 Your occou-^t number cord will b#» 'iiuod m the nomo ihown m ite-n l-, unloU yov 
^i%h to hove it ittued m the ncme »hown .n .tern 2 U vou wont yoar Account NumbOf 
Cord to beof the nome ihown ,n item 2, ottoft^ a ti9ned 'cq-jeit »o this torm. 

4 If foreign.bom. tnter thn nome o* the country in *hicl» you were born, m spoco pro- 
vtdtd for 3 tote. 

5. Bo lu'o your ofiv It corrccfly foted .n occor donee with tho dore of birth shown m 
it^m 3. 

10 If you hove over bofore oppliod for or ho<J o tociol locurity or roilrood retirement 
numbor be sure to mork -Yet- m 'tern 10. If you oro not certain thot you ho^o had on 
account' number, mark • Don t know - 'f you hove o»ked for o number btfore. w.-ite the 
nome of the Stofe n wh^ch you otked for if. Alto write the dote on which /ov Oiked for 
•t. Be ture TO wnto your number i< you -now it. 
IT IS IMPORTANT THAT AU PART$ OF ITEM 10 Bg COMPLETED 

12 '.f yow get your mo.l «n o w.»y, wnfe the street number ond ncme end pottoi zo.ie 
number .f m the country, the R F D route ond box number; if ot th<^ pott office the P O. 
box number. If there li nn tuch woy o-' thow.ng your moil oddreti, thow the town or pOvt 
office nome. 

U S.gn your rome os usuoHy wr.ften Do not pn.M unlett thot u yowt w-uol wc- of 
ioning If fov ore unobl^ to t gn your nome, you thould mok* your mo'k (on X| on left 
iide of the I'ne prodded tor fg. oture. .n the pretence o» two wnnrtte. who con write. 
If pots.ble. th^r w tnotes should b« persons who work w.th you OOtf wiJnestes mutt l.gi 
theif namo m the romomder of »He spoce provided for tignot'ire. 

• U I aOVtKMMCNT MiMtiHCOrriCI iH2 O^-tMM) 



FOR OlSTRia CPFICC USI 



»-OR DIVISION OF ACCOUNIif4G OFERATIONS USE 



To receive proper 
eoDSlderatiou all 
queetlODS Auat ^e 
answer ed • 

Fleaae coiDpIel'.e tbia 
appXl cation in your 
ovn haadvrltiD<« 



APPLICATION FOR EMFIjOVMENT 
Date: 



Attach recent 
photograph b^re* 



Name lu full: 



(Laftt) (firatj 
Married woman give oalden name: 



Middle) ' 



Social aecurity 
Number : 



Preaent addreaa; 



(Street) 



(City) 



(State) 



Phone: 



Previoua addreaa: 



(Street) 
Are you a U»S* citizen? 



(City) 



(State) 



JIow long have you lived in tbia atate?^ 

la tbia city? ' 



Date of birth: 



Place: 



Marital atatua: Single Married Separated 
Dependenta: None Self Kuaband Wife 
Residence: tfith parents Board Rood 
Do you ovu other real eatate? 
ifertt you ever employed here? F rom: 



Ji%e laat birthday:. 
Widowed 



Divorced 

Boya (Number) G irla (Number) 
Rent Own Home 
Do you own an auto? 



To; 



Have you any relativee or Name:^ 
frienda in our employ? Name*] 

Phyelcal information: Height: 



J^elationahipj^ 
"Relationahipr 



Weight :^ 



have you heart trouble^ 



hernia, kidney trouble, or high blood preaaure? 
Phyaical defects, if any: Sight H earing 
Handa A rms F eet Legs 

Nature and date of any serioua operation or illness: 

Have you ever had a back injury? 
In case of accident notify: 



HavCi you ever had TB?^ 
Speech 



Phone : 



K;n4 of vorR desired: 



Date QVdil6oIe for vorir;: 



Salary yOu w«ll coosider; 



What are your qualifications for this work? 

Are you willing to live wnerever you may be sent? 



Wuat location would you 



prefer. 



Have you ever made application for a bond wnicn was refused? 



Have you ever been arrested? 



Explain: 



Are you currently receiving unemployaent c^pensatlon? 



If yes, give 



state: 



CITY AND NO. OF DID YOU DATE OF MAJOR COURSES 
EDUCATION NAME OF SCHOOL STATE YEARS GRADUATE? LEAVIN3 OR SUBJECTS 

Gramflaar school 

High school 

College or 
university 

Business or 
vocational school 

Other (specify) 



List any honors received: (l) Academic: (2) Other:_^ 
Are you now studying? W here? 

What foreign languages do you speak? R eed? . W rite? 

List special skills you have (typewriting, machine operation, etc*):^ 



List the organizations or clubs to which you belong and offices held: 



What «re your hobbles or special interests? 



Have you served in the Armed Forces? H ow long? 



(continued) 



Brancn; D i8^f>ar^e dete: P resent stetus: 

harm ou enteriii^ service: O p leaving service: 
Are you Id the reserves or Natioriai Gaard? 

RemarKS (iuclude caa^paiKos^ awards, decorations, etc^): 



\ 



Employer Naiur** of Starting Starting Date Leaving Reason 

your york date salary left salary leaving 

PRESENT EMPLOY£h 
Address 

City ^ ^ ^ 

State 



LAST EMFLOrER 
Address 

City 

State 



SECOND TO UST EMPLO*jfE'< 

Address ' 

City 

State 



References (do not list relatives ) 

Name and Title Address Occupation 

1. - 

2. . ■ 

3- ' — 

Give a detailed dcscripticn or' your previous experience and training. Specify 
the type of worK you nave dcnv: 



I certify that the laforfflatlon eoatalned in this applieatlOD la correct to the 
beat of my knovledge. The acceptance of tbla appllcatloo doea not Indicate 
there are poaitlona open and doea not in any vay obligate the company. 



Signature 



Date 



HOW TO GET THAT JOB I 



Sugg9st!on$ for applying for employment: 

1. Prior to considering employment, give thought to a specific t/pe of work and develop 
o list of those in your area which have the kind of work in which you a.-e interested or 
quolified. 

2. Learn something of the company to '.vhich you plan to apply, the size of the organization 
the products, and if you are applying for specialized work, learn all you can about the 
company's activity in your field of interest. 

3. Prepare a neat, typewritten resume of the essential facts about yourself, your 
education and experience. Have these facts clearly in mind prior to the interview. 

4. Attempt to learn the name of the employment manager or office manager and ask 
for him by name when applying. 

5. Make certain your personal appearance is very clean and neat. Men should check 
such items as haircut, shave, clean hands, and polished shoes. Always wear clothes 
appropriate to the position for which you are applying. 

6. When interviewed, appea; confident and relaxed. Keep in mind the interviewer 
is there to help you. Do not talk much except when asked specific questions; it is 
quite possible to talk yourself out of a job. 

7. Be truthful at all times about your education, job experience and abilities. Sit 
up straight and look directly at the interviewer when talking with him. 

8. Keep in mind the receptionist, or other employees, may be o parr of the 
employment team. Make a good impression while waiting for the interview and 
be polite to everyone you contact at the company - 

9. Take time in completing any applicatiors or forms that may be given ro you 
as you will probably be judged to a deg.ee by th .• completeress and neatness with 
which you will fill out the forms. 

10. Do not apply for work just before the noon lunch period o' just prior to completion 
of the work day, unless you have been given an appoinrmeni for such a time. If you 
have arranged for an interview at a definite time, be prompt. 

11. if after talking with the Interviewer, you feel you would like to work for the 
company, tell him so. In addition, thonk him for the irtervie v. Your closing remarks may 
have a definite bearing on the interviewers impression of you. 

12. It is good practice to comuH an irdividual befo«e giving his name as a reference. 

EDUCATION HAS NO REAL MEANING UNLESS IT iS REFLECTED IN YOUR PERSONAL 
BEHAVIOR. 

YOUR RECORD MAY FOLLOW YOU - TAKE YOUR JOB SERIOUSLY. 



PROJECT 9 USE OF THE TELEPHONE 

OBJECTIVE: To use the telephone and understand its place In our work environment. 

INTRODUCTION AND MATERIALS: Pamphlet: How to Succeed in Business by Telephone 
• Telephone Tips 

Handout: Taking a messoge 



STUDENT ACTIVITIES: Role ploying different telephone situations in business and industry. 



TEACHER EVALUATION AND COMMENTS: 



TAKING A MESSAGE 

What s tumplicated about taking a phone message? Not much, yet an amazing 
number of mangled rr-essatjes aftitute the blood proswre of bosses every day. Probably 
one of tl)c most importaTii things to remember is to write down the message, preferably 
reserving a distinctive note pad for telephone messages. If your office doesn't provide a 
specially designed telephone message pad, keep a separate pad— perhaps one with 
colored papcr-beside ) our phone. Never tr st a phone message to a stray scrap of paper 
or the back of an old envelope. Too many harrowing tales have been told about the 
message that got av/ay-usuitily because it was thrown by mistake into somebody's 
wastebasket. 

Particularly disturbing can be a too-brief note such as "Call Mr, Harris/' especially 
when the boss can recall n(^ Mr. Harris, "Who's he with? What's his phone number? 
What does he want?" are disturbing questions that quickly switch any boss's mind from 
thoug}it<s of how much you dese;ve a raife. 

Your message report should include the following information: 

• The name of the caller. 

• His firm (or other identifying information ), 

• His phone number (if your boss should need to call back), 

• A brief report of what the caller wanted, anytliing you might have done to help him, 
and anything that might still need to be done, 

• The date and time of the call— so that in case your boss mistakenly shuffles your mes- 
sage in with other papers, he won*t need to worry about when the call came. 

• Your name or initials-so that he can check with you if he has any questions. 



Youll Win friends for yourself and your boss if you maintain a "^^>'-»; 
Dalhetic attihido Some Rirls annoy callers by their olHcious mam,er ar.d art.flaa or 
s^t ph rXy. T.,e iller is made to fee. that so unworthy a one as he .s .nd«d 
fort.m-.lc to be put through to Mr. Bis-BiS. H.is is extranely l>oor ptibk- relal.o,«. Lrt 
y^r^r^^ing Lnner make even the lowliest caller feel that ho is being treated wrth 
special consideration. 



To— 

Date, 



Time. 



While You Were Qui 



Mr 

Of_ 
Phone. 



□ Telephoned O Please call him 
Called to see you I I Will coll again 

□ Wants to see you □ RUSH 



Message. 



T. I. raiNT SHO^ 



Operator 



Report of Long Distance Call 

V^'hen placing call, please fill out blank and 
send to otVice tmniodiately. Bill checked from 
fiipn. 



Date 



City Call 



Number Called 



Name ot Party Called 



Call Placed by 



Organization 




IWCC Pi-nt 



Operator 
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PROJECT 10 MEETING PEOPLE 



OBJECTIVE; To handle yourself effectively when meeting people ond various other 
social and business situations* 



INTRODUCTION AND MATERIALS; Film; Job Interview - Three Young Men 

Job Interview - Three Young Women from 
Area XIII Media Center P55 - P56 



STUDENT ACTIVITIES; Exercise 7 & 8 - Group Talk and First Impressior^s - Human 

Relations Kit 
Exercise 11 - Point of View - Human Relations Kit 



TEACHER EVALUATION AND COMMENTS; 



PROJECT II LEARNING TO LISTEN 



OBJECTIVEj To Itorn htw to become an effective listener In a variety of situations and 
how to evaluate what you hear. 

INTRODUCTION AND MATERIALS: Handout: Ten Commandments for Good Listening 

Handout: Listening is o lO-Part Si<ill 



STUDENT ACTIVITIES: Exercise 9 & 10 - Human Relations Kit 



TEACHER EVALUATION AND COMMENTS: 
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TEN COMMANDMENIS FOR GOOD LISTENING 



1. STOP TALKING.' 

BEST COPY AVAIUIBLE 

You cannot lisf^sn If you are talking. 

Polonlus (Hamlet): "Give every man thine ear, but few thy voice." 

2. PUT THE TALKER AT EASE . 

Help him feel that he is free to talk . 

This is often called a "permissive environment." 

3. SHOW HIM THAT YOU WANT TO LISTEN 

Look and act interested. Do not read your mail while he talks. 
Listen to und^srstand rather than to reply. 

4. REMOVE DISTRACTIONS. 

Don't doodle, tap, or sh^ffla papers. 
Will It be quieter if you shut the door? 

5. EMPATHIZE WITH HIM. 

Try to put yourself in his place so that you can see his point of view. 

6. BE PATIENT. 

Allow plenty of time. Do not interrupt him. 
Don't start for the door or walk away. 

7. HOLD YOUR TEMPER. 

An angry man gets the wrong meaning from words. 

8. GO EASY ON ARGUMENT AND CRITICISM. 

This puts him on the defensive. He may "clam up" or get angry. 

9. ASK QUESTIONS. 

This encourage*; him to show you that you ore lifiter.ing. 
It helps to develop poinfs fut^her. 

10. STOP TALKING. 

This is f*r<;^ o d 1 ••, because all olher commar.dment? depend on it. 
You juvt c'.fi ! do u good listsr.ing job while you are talking. 



^Nature gave man two ear? hui only or.e tongue, which is a genlle hint thot he should 
ERJ[C *^®" more than he talks. 



TEN COMMANDMENTS FOR GOOD LISTENING 



1. STOP TALKING.' 

You cannot listen If you are talking. 

Polonlus (Hamlet); "Give every man thine ear, but few thy voice." 

2. PUT THE TALKER AT EASE. 

Help him fee! that he is free to talk. 

This is often called a "permissive environment." 

3. SHOW HIM THAT YOU WANT TO LISTEN 

Look and act Interested. Do not read your mail while he talks. 
Listen to understand rather than to reply. 

4. REMOVE DISTRACTIONS. 

Don't doodle, tap, or shuffle papers. 
Will it be quieter if you shut the door? 

5. EMPATHIZE WITH HIM. 

Try to put yourself in his place so that you can see his point of view. 

6. BE PATIENT. 

Allow plenty of time . Do not interrupt him. 
Don't start for the door or walk away. 

7. HOLD YOUR TEMPER. 

An angry man gets the wrong meaning from words. 

8. GO EASY ON ARGUMENT AND CRITICISM. 

This puts him on the defensive. He may "clam up" or get angry. 

9. ASK QUESTIONS. 

This encourages him to show you thut you are listening. 
It helps to develop points futther. 

10. STOP TALKING. 

This is fi^s^ or>d ' *•, befou?e oil other commaridment? depend on it. 
You |J*t can'f do a good listening job while you are talking. 

^ Nature gave man two ears but only one tongue, which is a gentle hint thaf he should 
ERXC**^®" more than he talks. 



LISTENING IS A 10 - PART SKILL 



1. FINDARE^ OF INTEREST 

BEST COPY AVAIUIBLE 

All studies point to the advon'oge in being ir,!ere5tecl rnthe top under 
discussion. Bad listeners usually declare the subject d-y af'er the first few sentences. 
Once this decision is made, it serves to rationalize any and all inattention. 

Good listeners follow different tactics. True, the> thought may be that 
the subject sounds dry. But a second one immediately follows, based or the realization 
that to get up and leave might prove a bi^ awkward. 

The final reflection is that, being trapped an/how, perhaps It might be 
well to learn if anything is being said that can be put to use. 

The key to the whole matter of Interest in a topic is the word USE. 
Whenever we wish tc listen efficiently, we ought to say to ourselves: "What's he 
saying that I can use? What worrhwhile ideas has he? Is he reporting any work- 
able procedures? Anything that I can cash in, or wUh which I con make myself 
happier?" Such questions lead us to screen what we o-e heoring in a continual 
effort to sort out the elements oH personal value* G.K. Chest8-*on spoke wisely 
indeed when he said, "There is no such thing as on uninte«esting subject; there are 
only uninterested people-" 

2. JUDGE CONTENT, NOT DELIVERY 

Many listeners alibi inattention to a speaker by thirkirg to themselves 
"Who could listen ^o such a character? What on awful voicel Will he ever stop 
reading from his rotes?" 

The good listener reacts differently,and he may well look at the 
speaker and think, "This man is inep*. Seems like almost anyone ought to be able 
to talk better than that." But from this iriMul similo'lry he moves O'^ to a different 
conclusion, thinking, "But wait a minute . . J'm no* in*ere>^ed in his oersonaUfy 
or delivery. I want to find our who* he knows. Does ihis man know some things that 
t need to know? 

Essentially we "lisren whh our owr, experience. " U the conveyer to 
be held responsible because a«-e poorly equipped *o decode hi> message? We 
cannot understand ever/thing we fea. , but ore such way »o raice the level of 
understanding is to assume the responsibility which is inherently ours. 
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3. HOLD YOUR FIRE BEST COPY AVAILABLE 

Over stimulation is almos^ as bod as unders^imulo^ion, and the two together 
conitltute the twin evils of inefficient listening. The oversHmulated listener gets too 
excited, or excited too soon, by the speaker. Some of us are g»-eatly addicted to. this 
weakness. For us, a speaker can seldom talk for more than a few minutes touching upon 
0 pet bias or conviction. Occasionally we are aroused in support of the speoker's point; 
usually It is the reverse. In either cose, overstimulation reflecr» the desire of the 
listener to enter, somehow, immediately inio the argument. 

The aroused person usually become; preoccupied by trying to do three 
things simultaneously; calculate what hurt is being done to his own personal Ideas; plot 
the next question tc ask the speaker; enjoy mer.taHy all the discomfort visualized for the speake* 
once the devostaring reply to him is launched. With these things going on subsequent 
passages go unheard. 

We must learn not +0 get too excited about a speaker's point until we are 
certain we thoroughly understand it. The secret is contained in the principle that we 
must always withhold evaluation until our comprehension is complete. 

4. LISTEN FOR IDEAS 

Good listeners focus on central ideas; they tend to recogn{:'.e the characteristic 
language in Mch central ideas are usually stated, and they are able to discriminate 
between fact and principle, idea and an example, evidence ond arguemer.t. Poor 
listeners are inclined to listen for the fact in every p.*esentution. 

To understand the fault, le^ us assume that a man is giving us instructions 
made up of facts A to Z. The man begins to talk. We hear fact A end think Fact A, 
fact A, fact A.. 

Meanwhile, the fellow is Jelling u^ fact B. Now we have two facts to 
memorize. We're so busy doing ii that we mh*> foct C complefely And so it goes up 
to fact Z,. We caxh few focts, garble several othe^^ and completely miss the rc<t . 

It is a signlFicon* fac! that only obou> 25 pe.cent of pe.-sons li'-'-ering to 
a formal talk are able to gfa«;p fhe speoker s cen^'-al idej. To d:jvelop this skill 
requires an ability *o recognize con/er.rlor'.-jl organizo'iofial pa*terns, t'O-sitional 
language, and the speaker's use oF recapitulation. Fo-iurarely, all of fhei»e items can 
be readily maste-ed wi^h a bit ot effoti. 

5. BE FLEXIBLE 

Our research has shown that 100 of ^hfc worst listenets thought this 
notetaking and ouHirl-g were synonym:. They believed rhere was but one way 
to take notes — by making an outline. 

Actually, no dorrj ie would be dorie if oM faiki follo'ved some 
definite plar of ofgarizaHo'i. Uf fortunafei/, less than halt of e«/ery formal 
speech is ca-efully organized. The'e a-f feA, thirtg*. mo e frurVoHng than to 
try to outline an unoutlineable speech. 



BEST COPY AVAILABLE 

No>eraking mc/ halp of mo/ become o dJs^'-csc^ien . Some persons try to take 
down everything in •.horthond; the vast mojo.-ity of us are for too voluminous ever. In long- 
hand. While studies cu» not all clea»' on *he poinS there is some evidence to indicate 
that the volume of notes token ond their value ^o the take*- are inversely rela!ed. In any 
case, the real issue is one of InrerpietaJion. Few of us have memories good enough to 
remember even the salient points we hear. If we con obtoin brief, meaningful reco«'d$ 
of them for later review, we definitely improve our ability !o leorn and to remember. 

The 100 best listeners hod oppo'entiy learned early that if they v»/anted 
to be efficient nol-etakers they hod to have more than one system of tokirg notes. 
They equipped themielves with four or five systems , or»d learred to odjLB^ their 
system to ^he organizationol pattern, or the absence of ore, in each talk they heard, 
if we wont to be good listeners, we must be flexible ar.d adoptoble noteJakers. 

6. WORK AT LISTENING 

One of the most srriking choracteristics of poor listeners is their disin- 
clination to spend ony energy in a Ir.rening situuMon. College students by their own 
testimony, frequently enter classes all worn out physicoMy; ossume postures which 
they seem to give attention to ♦he speoker; and then proceed to catch up on needed 
rest or to reflect upon purely personol mofters. This faking of altentlon is now one 
of the worst habits afflicting us us a people. 

Listening is hard wo^k •^ ii cHoroc'e-iied by fas'er heart action, 
quicker circulation of the blood, a small rlre in body tcmpe/o-ure The over- 
relaxed listener is merely appearing to ♦une in, und then feeling conscierxe-free 
to pursue any of a thousand mental tangerts. 

For selfish reosor.s olone one of the best inves*m*jnts we can make is to 
give each speaker our conscious aUen'ior; . We ought to esrobliNh eye contact and 
maintain it; to indica-e by pos^U''e and facial exp-ession tha* tne orcasion and the 
speaker's efforts are a ma'i'& of real conce.-r. to us. Whe.o we do the>e things we 
help the speaker ♦o express hlmr.elf fno'-e deoi ly, and we in turn p'^otit by be'"lc- 
understonding of ♦he imp«-oved communicatiori we haveh«?lped him rc ochieve. None 
of this necessarily implies occeptor'ce of hi' poir^ ot </iew, but ir i5 or. expression 
of inte-est 

7. RESIST DISTRACTIONS 

The good Kt^er.e. ' t=.r,d *o a6\0'^ quick'/ 'o any kind ot obno'mol 
situation; poor listeners tend to tole'Ote bad cond liorr ar.d, in some ir srorices, 
even to create dI?tractlor.> ihemselve*^ 

We live in o rohy uge. We are d»'»'c;ct-d r.o« or^l/ by whot we 
heor, but by what we see. Poo' n<»ene's tend to be reodily irfluenced by all 
morner of distraction:., even in an inlimo^e foce-to-bce situaiiors. 

A good il« ' H'.rf vvly figh«s d'«."cf >Ior Some^<me the 
figh* h eosily won by «..lo>it g o doo', ihur.'i-g of« .'H^ (od-o, mcv.ojg cloier 
♦o the pfi'ior. ♦olk'''9, o.- aikir-g him to '>p»'ok lo^de •* ?he di?'rvjr. Jlors 
tanr-.ot be me' »ha* Cr'jiily, tt'<»n \r bt-comt: o ma'<e» of concert qmo'-. 
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BEST COPY AVAILABLE 

8, EXERCISE YOUR MIND 

Poor lis'enerso-e inexperienced in heading difficult, expo^l'ory materiol. 
Good listeners opporenHy develop on appetite for hearing a variety of presentotions 
difficult enough to challenge their men^al capacities. 

Perhaps the one word that best describes the bad lijterers is "inexpei <ence." 
Although he spends 40 percent of his communicohon day lister.ir g to something, he is 
inexperienced in hearing onyrhing tough, hechnicol or expository. He has for years 
painstakingly sought light, recreoMonal ma:e^ial. Ihe problem he creates is deeply 
significant, because such a person is o poor producer in factory, office, or classroom. 

Inexperience is not easily or quickly overcome. However, knowledge of 
our own weakness may leod us to repair it. We need never become to old to meet new 
challenges. 

9. KEEP YOUR MIND OPEN 

Parallel to the blind spots which afflict human beings are certain 
psychological deaf spots which impair out ability to perceive and ^ understand. These 
deaf spots which ore the dwelling place of our most cherished r.otions, convictions, 
and complexes. Often, when o speaker invades one of these areas with a word or 
phrase, we turn our mind to ret^oveling familiar mental pathways cnscrossing our 
invaded area of sensitivity. 

It is hard to believe in moments of cold detachment that just a word 
or phrase can cause such emotional eruption. Yet with poor listeners it is frequently 
the case; and evenwith very good listeners it is occosiono My the case. When such 
emotional deafness transpires, communicative efficiency drops rapidly to zero. 

Among the words know thus to ser/e os red flogs to some listeners ore: 
mother-in-law, landlord, redneck, sharecropper, sissy, automatior, clerk, income 
tax, communist. Red, dum.b fa-^mer, pin, evolution, square, punk, rat, etc. 

Effective lis^ene-s try ♦o ideriify and to rationalize the words of 
phrases most upsetting emotionclly. Often fhe emotionoi impoct of such wo'-ds 
can be decreased through a free and open discussion of them wi^h Mends or associates. 

10, CAPITALIZE ON THOUGHT SPEED 

Most persons talk a« a speed of about 125 weds a minui,; . The-e is good 
evidence that if though we^e meosured in words p.- mirjute .he mo^t of us could ^hink 
easily at about four iime that rQ»e. «t Is difficult - olmo<.i po.riul - to hy to slow 
down our thinking speed. Thus no- molly have abou» 400 wo.ds o^ ^hirkirg to spare 
during every mir-ute a pc son »alks to us. 



Whof do we do with our excesf th{nkl",g r^me whi«e sowcore h speaking? 
If we are poor listeners, we soon become Impatlert wHh *he slow progress 
♦he speaker seems to be making. So our thought* turn to iomerhing else for a 
moment, then dart back to the speaker. These brief i»lde excuKions oF thought 
continue until oui mind tarries too long on some entlclr.g but Irrelevant subject. 
Then, when our thoughts return to the person talking, we find he's far ahead 
of us. Now It's harder to follow him and increasingly eo*/ <o bke ofr on slda 
excursions. Finally we give up; the person Is ^fiH tolklng, but our mi'd Is In 
another world. 

The good listener uses his thought speed to advor.toge; he corstartly 
applies his spore thinking time to what U being said. Il r "ot difficult once one 
has a definite pattern of thought to follow. To develop such a po'rrern we should: 

*Try to anticipate what a person is going io *alk obout. On the 
basis of what he's already said, as yourself: "What's he irying to get at? What 
point Is he going to make?" 

*Try mental 'y to summarize what the person has been saying. What 
point has he made already. If any? 

*Welgh the speaker's evidence by mentally quef.loning It. As he 
presents facts, illustrative stories and s^3r^«,t^cs, continually ask yourself, "Are 
they accurate? Do they come from an unprejudiced source? Am I getting the 
full picture, or is he telling me only whot y^jll prove his point?" 

*Listen between the lines. The speaker doesn't always put 
everything that's impc tant into words. The chang.ng tores ord volume of his 
voice may huve a meoning. So muy his tocial expresslonr, the gestures he 
makes with his hund«, ihe movement of his body. 

Not capl roll zing or 'houghr speed Is our greatest flr.gle handicap. 
The differentia! between thought cpeed ond speech speed breeds folse feelings 
of security and mertal tangenrs. V^t, through liue^lng ti-Qirirg, thii same 
differential can be readily converyred Into our greotest osset. 

Ralph G. Nif hoU, Heod 
Depo'rmi-r.t ©f Rhe*o'Ic 
Universify o* Mirreso o 



PROJECT 12 SPEAKING 

OBJECTIVE: To speak clearly, constructively and appropriately in a variety of 
situations. 



INTRODUCTION AND MATERIALS: Role play a speaking situation. 

Good example of two people engaged in a conversation 
Poor example of two people engaged in a conversation 
(include gossip and bias) 



STUDENT ACTIVITIES: Students will rate each example 

Exercise 12 - 13 Rumor and Bias - Human Relations Kit 



TEACHER EVALUATION ^ND COMMENTS: 



Check Your Voice Qualities 



Naturally some people have better voices than others; however^ there is a great 
deal each of us can do to improve what might be considered a less than **gr^at*' natural 
voice. 

One of the best ways to begin to improve your voice is to first find its weak 
points by listening to a tape recording of your voice. Tape recorders are fairly common 
to today's schools and your teacher will assist you in securing the use of one if you are 
truly interested in improving your voice. Read a page or two from a book or magaaine 
while recording your voice with the tape recorder and then listen to the playback to note 
the quality and meaning expressed by your voice. 

You can use the following rating scale to rate your voice while listening to such a 
recording or you can ask a fellow student to rate you while you rea^ or speak if a recorder 
is not available. In turn, you can do the same for another student and in this way you will 
be helping each other. 

First we will deal with the minus qualities which might be present in a person's 
voice. Rate each of the following ten items with a (1) if the minus quality is ALWAYS 
present; (2) if it is OCCASIONALLY present; and (3) if it is SELDOM present. 

I. Voice is too loud, 

^..^.^^ 2. Too many *'uhs" in place of natural pauses. 

^^^^^^^^^^^^^ 3. Speak too fast and therefore run words together. 

4. Voice is flat and dull; without inflection. 

^^^^^^^^ 5, Have tendency toward lazy speech; slur words. 

6. Awkward hesitations without reason, 

' 7. Tend to fade out or "run-down" at end of sentences. 

^^^.^^^^ B. Voice is too demanding or dictatorial in nature. 

9. Forced laugh in unnatural way, 
^^^^..^ 10, Speak in a "sing-song" manner. 
TOTAL POINTS 

In the above section of minus qualities, a perfect score would be 30, which is to say 
that the minus qualities listed were SELDOM present in the speakiT's voice. It is nearly 
impossible to say that minus qualities are never prfSonl in a person's voice so you should 
be pleased if these minus qualities are only SELDOM present in your speech. Actually 25 
to 30 is outstanding; 19 to 24 would be good; 13 to 13 just fair; and below 13 is unsatisfactory 
and requires immediate attention. 



Check Your Voice Qualitiea (Continued) 



Now we take a look at the plue qualities of a person* • voice and the rating scale 
will be revenged. You score each of the following ten points on a (1), (2), or (3) basis 
but with the reverse order of <I) for SELDOM: (2) for OCCASIONALLY; and (3) for ALWAYS. 
This way the final scoring will be the same but it is much better for the plus qualities to 
be ALWAYS present as opposed to either OCCASIONALLY or SELDOM present. 

I. Voice has good volume. 

Z. Speaker talks fluently without hesitation. 

3. Each word is fully pronounced and understandable, 

....^ 4. Voice has a melodious quality which enhances listening. 

.....^ 5. Voice is sharp and clear; words do not run together. 

......^ 6. Speaker pauses to give meaning to material. 

...^..^ 7. Steady rhythm without being "sing-song'' in nature. 

8. Voice bears friendly tone. 
..^.^^ 9. Pleasantt agreeable laugh. 
^.....^ 10. Voice is round and full; resonant. 
TOTAL POINTS 

In this case the total points will reflect degrees of each of the ten plus Qualities ftom 
(1) for SELDOM. (2) for OCCASIONALLY, and (3) for ALWAYS. Once again a 30 would 
indicate the presence of all of the listed plus qualities or an excellent voice. Actually 
25 to 30 would be outstanding; 19 to 24 would be good; 13 to 18 just iair; and below 13 
would be unsatisfactory. 

The important thing to remember is not whether you had a good or a poor score 
but that you now know where you stand voicewise. and that you can improve by working 
on your weak points. 

Reading aloud is one of the best ways to improve a weak or dull voice. R«lax 
and breathe deeply when you read or speak before a group and you will find that you speak 
with more feeling and with much greater ease. Perhaps your school has a speech or drama 
club wh?ch you could join to get some extra help in this important area of personal qualities. 
You will have need of a strong and forceful speaking voice every day of your life so get 
started on that improvement program today. 
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PROJECT 13 CONDUCT DURING AN INTERVIEW 



OBJECTIVE: To know the correct techniques of a good Interview. 



INTRODUCTION AND MATERIALS: 



Handout: How to get that Job 
Handout: Interview 



STUDENT ACTIVITIES: Chapter 9 - 

Chapter iO • 



Pitfalls in interviews and how to avoid them. 
Questions during an interview and how to 
deal with them. - Getting a Job with a Future. 



Chapter 9 - 



Occupations and Caree.-s - pages 115 - 119 



Guest interviewer will come to the classroom and evaluation 
will be made on a tape recorder for later discussion. 

Film: Job Interviews - 3 Young Men 

Job interviews - 3 Young Women (Area 13 Medio 
Center P 55 - P 56) 

Filmstrip: Your Job Interview - Harcourt, Brace, & World 



TEACHER EVALUATION AND COMMENTS: 



INTERVIEWING 

AN INTERVIEW IS NOTHING MORE THAN A FORMAL TYPE OF CONVERSATION. 
THE FOLLOWING POINTERS CONTRIBUTE TO A SUCCESSFUL INTERVIEW. 

1 . Make an appointment for a definite time. Suit the time and place to the 
convenience of the person whom you wish to interview. 

2. Plan the interview before you keep the appointment. 

3. Dress neatly and appropriately. 

4. Be punctual. 

5. Introduce yourself If necessary. 

6. State your purpose clearly and briefly. Plan your opening remarks carefully. 

7. Explain reasons for any request you make. 

8. For Information, ask questions that require more than YES - No answers. 

9. Speak clearly and correctly. 

10. Look directly at the person. Show you are Interested. 

11. Listen attentively all the time. 

12. Remember correctly. Make notes If necessary. 

13. Conclude the Interview by thanking the person for the help and consideration. 

14. Leave Immediately. 




Nervous at the prospect of that pending interview? You have a right 
to be— and what's more, you should be. Everything hinges on the impres- 
sion you make when you talk to the personnel interviewer or executive 
for whom you hope to work. 

Letters of inquiry, telephone calls, application forms, r^sumfe, 
recommendations from teachers, friends, or former employers are all 
very fine and contribute a great deal to your job-hunting campaign. But 
the interview is the pinnacle, the showdown, the crossroad in your search 
for a position. 

Assuming you have followed the preliminaries suggested earlier, here 
are some suggestions for lackling the interview successfully . . . 

Your Appearance This if? tot the time to experiment with a new hair- 
do, different make-up, and a new ensemble. Select your most attractive, 
yet conservative, suit or dress, and choose your accessories with care. Go 
easy on jewelry. Be sure your shoes are well polished, soled, and heeled. 
Clean out your handbag and carry only such essentials as cosmetics, 
wallet with Social Security card, a filled pen, sharp pencils, typewriter 
eraser, small notebook, handkerchief, keys, and a clean pair of gloves. 
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BEST copy AWIUBLE 

A day or two before your interview, dress completely, including 
your hat, coat, and ^'loves. Parade before a full-length mirror and notice 
your posture, walk, and way of sitting. Take off the gloves and coat and 
sit again. Is your skirt too tight? Is the hemline even and a becoming 
length? Does your slip show, standing or sitting? Take off your hat and 
look at your hair. Is it clean, becomingly styled, and unstreaked? Check 
your hands and <• rr-.aiis. Please— no vivid or chipped polish! Remem- 
ber to check your .M:' h and breath before the zero hour. And skip per- 
fume or cologne entirely. 

Your Business Papers We've already mentioned the pen, pencils, 
and eraser you must take. Be sure you also have a steno pad, preferably 
unused. Include two copies of your resum4, "just in case." If '.>. have 
samples of your work— letters, memos, or other business foir..> ilone in 
school; any creative work that has a bearing on the job or firm conceme'! , 
letters of recommendation; awards for typing and sK « • «n<l put thein 
in a three-ring binder in some definite sequence. 

Your Manners There are certain fundamental: «». f'j.n lling your- 
self during an interview. Never, never presume to trl.«' onf cigarette 
during an interview. If your interviewer asks whetho' ^ ' » ' 'Uld like to 
smoke, play it safe and say, "No, thank you." 

Arrive on time— preferably a few minutes early , ^* • can sit in 
the reception room, but not so early that you begin to My t here's any 
company literature about, read it while you are writu)<' '^l store a:y 
pertinent information away for possible use during tlir i» "iw. ^ 

When you are ushered into the office, approach the - .ucutive's desk 
confidently and with a smile. Wait to be asked to sit down— and do not 
offer to shake hands unless he does. 

Remove your gloves and slip them into your handbajr. Do v»ot put 
anything on the tiesk. If you are a twiddler, concentno^- <,r5 molding yoiu- 
bag and briefcase. Whatever you do, never make t be , ' c of opping 
on your way to the interview. This creates ih^ -nip f . ' 'hat, you 'lo 
not consider the inten'iew very important also i th'. -.rr.bar. 

rassing problem r" what to do with the packr • / 

Your Responses What will he ask me iliocV i • ich should I 
say? Should I ask him about the emnpany, t ^ salary, . ..ses, vacations, 
and other benefits? If he asks me to take a test, must i? If he off :rs me 
the job, must I accept immediately or lose i 

These are only a few of the questions I 'r be racinj? i -ough 
your head as the fatal moment arrives. No on*» ..r ' Ti-'tiy v. - the 
interviewer will a^k or how he will reaet. 

The best way to be i)repared -especially ■ ••v : is to 



yQU^is to enlist the aid of your father, brother, or male business friend 
to conduct a trial interview. The more who help you, the belter, since 
each one will ask different qut^lions and will react to your replies in a 
different way. Learn from their reactions and criticisms, take time to 
develop your answers more fully (or briefly, as the case may be!). Prac- 
tice jumping from one subject to another, so that you can tell your story 
without hesitation, exaggeration, or undue modesty. 

Remember that the interviewer will set the pace, but he does not 
want to carry all the burden. Listen carefully and quietly to each ques- 
tion, do not interrupt, think about it for a moment if necessary, and then 
answer as fully and concisely as possible. 

Some men prefer to ask most of the questions in a direct sequence, 
building up from one point to the next. Your niain job then is to answer 
intelligently, giving a little additional information on which he can build 
his next question. Others like a more freewheeling approach such as, 
"Now, Miss Nesbitt, tell me about yourself." 

This is your opportunity either to sell yourself— or talk yourself out 
of the job. The interviewer is not interested in your family tree, hobbies, 
sports, or hopes for an eariy marriage. He wants you to give him an in- 
formative, logical account of your education, special training, business 
experience, qualifications, and ambitions. 

Remember to keep your voice clear, well modulated, and speak at 
a moderate— not frantic— rate. Smile and show your interest and en- 
thusiasm—but refrain from being gushy, familiar, or giggly. 

Your Test You may very well be asked to take some dictation, 
and you should welcome the opportunity. Take your time getting out 
your steno pad and pen, but don't prolong it. Zip the case closed, set 
your handbag on the floor beside your chair, use the case as your lap 
desk. When you are all set, smile— and go to it. Take a minute or two to 
try the typewriter out before starting your transcription. Proofread be- 
fore removing the letter from the machine, and make any necessary cor- 
rections. If you are told to turn the test in as soon as you are finished, do 
so. Someone may be timing you or checking to sf.e if you pay attention 
to instructions. Never, never make excuses for your work! 

Your Salary Unless you already know the salary olTered— and pre- 
sumably are willing to accept it— do not bring up the question of money 
until your interviewer does. He may ask what you think you should re- 
ceive. You do not want to ask for too little, nor do you want to price 
yourself right out of the job. 

If you arc a ho.uiiiner, there is only one answer poFsible— you will 
be happy to accept the company's regular salary for beginnrrs. Rest as- 



sured that most companies have a definite scale of salaries, based on the 
type of work, the responsibilities and difficulties that .go with it. 

If you have worked elsewhere, you face a different problem. The 
number of years you have worked, the responsibilities you have held, 
and, most importantly, how you will use them in this job-all have a 
bearing on your salary. You should have given it considerable thought 
before starting your job hunt, and you should have checked the going 
rate" for girls of your background. 

If you do not know how much the company is willing to pay, do 
not pin yourself down irrevocably, but. name the lowest figure you will 
accept and the highest you can expect, with the comment that you had 
hoped to find something within that range. If you have done a good job 
of prfc.ienting yourself, your chances of coming out well salarywise are 

GXC6ll6Ilt • 

Employers like prospective employees who ask intelligent questions 
about the details of the job, the scope of responsibilities, the opportuni- 
ties for self-advancement, the people they will be working with, the com- 
pany goals-so take the opportunity to ask about those thmp you really 
should know. But don't waste your interviewer's valuable time with the 

obvious or trivial. . . , „„„„_ii„ 

Your Leave-Taking When the interview is over-and its generally 
not hard to tell-ask when you may expect to hear from the interviewer. 
If he suggests calling Thursday morning, by all means do so, even if you 
have decided in the meantime that you do not want the job. Always fol- 
low up every interview with a short thank-you note, expressing appre- 
ciation for the h.terviewer's time and interest, the hope that you will 
become a member of the firm, and an indication of when you will call to 

receive his decision. , ^ ^ *. 

If, by any chance, the job is offered to you on the spot do not hesi- 
tate to say that you would like to think it over and telephone ^iim the 
next day. Never Lve anyone "high and dry" without a ° 
no if you have promised to call back. The agency you have used will be 
"ustifilbly annoyed since it reflects on their reputation. And your own 
reputation will be damaged with the firm that offers you work. 

Always take time after every interview to analyze the conversation. 

looking especially for those pla^s wher* T'.rTt^7"LT? w«l 
dii^t. or unsatisfactory in any way. Such thoughtful reruns 
develop your self-confidence and increase your ability to answer all sorts 

°' """^ZtUs plan of action for each and every interview, and you will 
soon find the need for them is ovei . 



PROJECT 14 EMPLOYMENT DRESS 

OBJECTIVE: To recognize approprlote dress and know what is accep}able on the job. 



INTRODUCTION AND MATERIALS: Handout: Grooming for Men 

Handout: Grooming for Women 



CLASS ACTIVITIES: Class discussion on appropriate dress for business and industry. 

Guest speaker: To stress personal grooming. 

Possible guest list: Business College 

Homemaking Dept. 
Business Leader 
Coop Coordinator 
Personnel Director 



TEACHER EVALUATION AND COMMENTS: 
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BEST copy mmu 



GROOM iNG FOR MEN 



Cl othing Selection 

Suits, shirts, socks, ties, roats hanclkerc.hieis. shoes, and hats for men are 
will -standardized. Masculine 'olots, are subuusd but a tvu:n of color in a tie, 
shirt, or handkerchief can be- qu;te e*;£.-.*jve To accomplish that "young executive 
looK" and lift his perar.riality as weil. a young nsan need& only to make the proper 
choice of clothes. He should aim for harmony of ensemble. Hid lie, hat, shirt, 
and su>t should flave a color relatjon 'o one another. Bright, gaudy colors are not 
acceptable for business wear. The pamphlet "What Every Woman Should Know 
About Men's Fashions, " and the chart "Appearance Ccun«»" from The Van Heusen 
Company should be helpful. Tlie color chart suggested by Curlee Clothes should 
prove a helpful guide m matching colors. 

Choosing Suita The choice of suit materia.' dependa upon the season. The 
fabric ohould be fade- proof; and the finit,h should give style, yet be such that cleaning 
and pressing will not be a problem. One- riundied percent wool is best for holding 
crease and for good wearing qualities. Darker suits are easier to combine with 
shirts and ties and may be used for evenjiig clresi ". hen combined with white shirt, 
dark tie, black hose, and black shoes. A suit witn a marked pattern is difficult to 
combme with a figured shirt. White shii '.a can usually be worn only one day to work. 
To be avoided are mix-match combinations with trousers and ocats of different 
material and the high-t-ut trousers that seem to belt under the armpits. 

Men who are underweight should acc; i.t;hter colors and loose-fitting jackets. 
Those who are overweight should favor ".aiK, 6.oiid colors and stress vertical 
stripes. They should avoid suits of pla. i «... wide-stJiped material. Large-framed 
men should wear rough, heavy materin'.:: Small-framed men should choose closely 
woven, smooth fabrics. Unbroken lints are best for those vho are short. 

Choosing S h irts. White shirts are always acceptable ir. business. However, 
styles in shirt colors vary; and soft pastels and patterned shirts are acceptable in 
some situations. Cotton material .serves best for business hours and is the best 
bet for sending to the laundry. Collar styles, frequently taken for granted, are an 
important consideration. The illustraiion below will help in making a suitable 
choice (from Fred C. Archer, GENERAL OFFICE PRACTICE. New York: Gregg 
Publishing Company, 1963, page 35). 



BEST COPY AVAILABLE 



A Da1wi7j''fv/"'^ -^^^ emphasize each Oman's good points ;n coloring 

fV.! ';^"^P;^-^^o" ^-e^^^re. and ties that give color to the fare while a 

f.o.M-coJored comploxion requires shirts and t:es that subdue the face coloring. 

LeaT^r^'l^fl^T^ Shoes snould be selected for comfort and wearmg qualities 
L.afh8. p:amtoe. wing t:p. or moccasm-sntchen, lace tvpes are bes* for bufiiL«« 
I oa;e/5; a.id sporl shoe^i are unacceptable business. 



5-:^iag_So£ks^ These should harmonize with tie and Guit 



White should not be 



huJ^T^^ 2^ — Hats are not as important a.* th-y once were Young men in 
bus. ho..vever, are better dressed when they wear appropriate head i^Ir 

Tae h.a, chosen should be the sort that a gemlem.n would wea^and s^rut^^^ 

^^\:^'c :^:^'^ '^r^^^^^' ^- A-her. GENERAL OFFICE PrACxfcr^ 
•ve- \^ k Gi egg Publishing Company. 1963, page 33). 




B.ack :s recommended for heavy d„.y Brown and gray are also appropriate. 

■■hoi ^e°"l'd'^,f.°l' -h '^''^■'''"■f"^" <='"Sl« o. double breasted) is a good 

..ho,.e, a;ld it can be worn no matter how formal the occasion Oth.r coat« of 
..m,^e Imcs and unobtrusive patterns, such as a black- .nd-grav he^niXne coat 

ro7d H 'f ^"""'■'"S '''"Sy. light-colored trench coat or rain coat in' 

good and oad leather givos a business employee a slovenly look. 



Cict n-n^'. Care 

To ioc:k co.niplotel/ wel]-clrt-..sed, everything aorn .should he chum ;md uvo^ed 
Clean «l.,v..c... a weii -bru.^hod hat. aiul a tie u.thout ..,n,r. nrc unpo.t^uul t.'linr'' 
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BEST COPY AVAILABLE 

th^? o'-?t -ull good lonk>ng picture- Socks and handkerchiefs should be kept laundered, 
ana undM'c Io»h.rjLj should be changed each day. 

Su*t'- rhvuld be brushed and hui;g up after each wearing. All the pockets should be 
emp»:^.i ;mn rh^ coat shouJd b!J bufti^ned. If cari* is taken in hanging the trousers 
proper V t;,r w-inkls.=i m/.II ^*hang out. " the veriical crease will remain sharp, and 
the r.,:: 11 ri^al :r >^as5S (usually caused by throv/mg the trousers carelessly over a 
th r, wirrt iiangf i ) wUl not fo/m. All a^ains and spots should be removed before 
pr cs-ung 

A cl^^-an ' ♦ .tihould be worn each day. Frayed and soiled ends on collars and 
cuf^s shouid h-^ a^'o.aed. Nolh.ng spcxis the effect of a well-pressed suit like a 
soi/«f':t tAvvi an.i raded, relied down socks. Ties should be kept clean and free from 
wrjnk-es They should be discarded when they become unsightly. 

Since the ?fiape of a hat gives xt its style, it should be kept well blocked; and 
care sh ^uM bv* raken to preserve its shape. For this reason, men should be careful 
to remove ^^n ieU hats by lifimg them from the top, 

A vicrklv wardrobe inspection should be made for minor repair jobs — loose 
button.^ •( rn pc^ckets. frayed cuffs open seams or hems. Clothes should be pressed 
frequently A man should learn to sew on buttons if there is no one to do it for him. 



Cheekily- • c r Good Grooming 

Beii pruv idet, the following checklist for men in her book BUSINESS BEHAVIOR 
(Mary L BeJ and Ray Ab rams, BUSINESS BEHAVIOR, Cincinnati: South-Wesiem 
Publishing Co. . 1956> page 6). 

A man is well groomed when: 

His body and teeth are clean and free from odor. He uses mouth wash 

and deodorants. 
Hi3 sk.r IS clear, not oily, and he is freshly shaven. 
His hands have a cared- for look. His fmgers are free of nicotine stain; 

the nails are clean and unchewed. 
His hair is neatly trimmed, clean, and combed, not oily and sticky. 
His imderwear is clean. 

His shoes are shmed, and the heels are not run down. 

His r-ocks are clean and not allowed to wrinkle aroimd his aiikles. 

His shirt IS fresh daily and worn inside his trousers. 

His .sui! is pressed- the trousers are well creased. 

No spots stain his clothing. 

Hu^ tie harmuniiios wxth his shirt and suit. 

Hi? clothing fits ih*i occasion and is odorless. 

He wears a coat. 
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Th'- en*i-« wardrobe f?houi<l b»? si!-.'..-.'*.! accr-jing to v^orking conditions. The 
>.-aJ f tn? -.-cmpany's executive* mav be loiiOV'ed Archer suggests the following 

•:: guiiing questionf. for making v 133 purchdScJ« (from Fred C. Archer, GENERAL 
OFF CE PRACTICE. New York Gn-gg Pul3i:smng Co . 1963, page 35): 

a. ;p It something T r^a'ly n-j-?.i. o: :u»t a nov-5l*y that has caught my eye? 

b. Dues this style suit me'' 
«. . Does it fit ? 

•1 v.* ":he fabric of good oual.ty and t^asily cared for? 

Is .t well made? 
t U it. comfortable? 
g. Dc?s the color look »veli or. mt-. '■ 
' Wi?:. jt comb7ne vnth o:her .•.'.o'htng I already ovn? 

Oo?y 'he pr:oe rsprsstn* a "good Ouy"? 

Can I afioid a? 

:>«.'m^ things to avoid are. 

a Th-. sweater -sport shoe 5 combination on the job 
h 'iPdidr^ in the color and cu: ti ciothing 

S>^•'.sm^•' m the se *•=•' ! ion 01 ^ihoe*? 
■1 Loud sport- shirts and extreme clothjng designs 
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Nicotine customers and visitors is a part v>f 
man> otlkc jobs. F.vcn it >ou ha\c n direct 



Proper personal appearance can be achieved without becoming a slave to fads. The office is not the 
place for party clothes or casual campus attire. 



contact with outsiders, they, may see you at 
work. It is important that these visitors get the 
best possible impression of you and the others 
on whom they rely for service and satisfaction. 
A clean, well-groomed, stylish appearance re- 
flects your personal pride and care and wil! 
strongly imply that you show equal pride and 
care in your work. 

It takes careful advance planning to make the 
most of your appearance. The office is not the 
place for casual campus attire, extreme styles, 
or party clothes. There is an appropriate way to 
dress for business, a way based on care— care 
of oneself personally and care in the selection 
of clothing. Most young adults who recognize 
the value of a clean, neat, and well-groomed 
appearance will be quick to learn how it can be 
achieved. Consistent attention to the following 
suggestions is the first requirement for improv- 
ing your daily appearance. 



Posture 

Learn to stand and walk tall and erect. If you 
do, your clothes will look and fit better, you will 
not tire so quickly, and you will eryoy better 
health. Good posture is as important for men as 
for women. 

Weight 

Snacks and coffee breaks on top of three regu- 
lar meals can add pounds before you realize it. 
To look trim, efficient, and alert, keep your 
weight within the normal limits for your height 
and bone structure. 

Rest and Sleep 

The office workweek is getting shorter, but 
there is more and more work to be done all the 
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time. Thus, every ofHce uorkcr has to •Mop 
lively" to keep t)peralions movinii on schedule. 
The office is m) place tor sIcepy-eyeU or ex- 
hausted eniplu\ees. Vouiiy people need eight to 
ten hours of sleep nightly to perform at full 
efticiency. 

Hygiene 

Although otfice work generally does not in- 
volve a lot of physical exertion, normal ac- 
tivity, plus the tension generated by a new job 
or new projects, requires individual precautions 
to ensure one's cleanliness and freshness. 
Working closely with others makes such pre- 
cautions doubly necessary. Play it safe -bathe 
every day and use a reliable deodorant. 

Hair Grooming 

The ottice demands well-groomed hair, taste- 
fully styled. Neat and simple hairstxles are pre- 
ferred for girls. Young men would be wise to 
select conservative hairstyles. A short, fairly 
close masculine haircut will give a smart, busi- 
nesslike appearance. Of course, every otfice 
worker should have his hair shampooed and 
trimmed regularly. 

Cosnietics 

The rule about makeup is this: Keep it simple 
and keep it natural. The boss: didn't hire a 
movie starlet: he'd like you to look fresh and 
attractive -but not "painted." And he is con- 
cerned mostly with your etriciency: so you 
should limit your beauty preparation to the 
ladies* room. .Additional time spent before the 
mirror should not be necessary — and it is 
frowned upon! 

Shaving 

Young men are expected to shave every da\ if 
they work in .m ol!ice. and the> might as well 
accept the fact. I he> should shave in tlie inoni- 



ing H) look their best throughout the day. Addi- 
tional business activities at night may well 
justify a second session with the razor; some 
men keep an electric sh;ivci in their otiicc for 
just such occasions. 

Care of the Teeth 

Brush your teeth after every meal if at all pos- 
sible. If this is not convenient, at least take time 
to rinse your mouth after you have eaten. 

Care of the Hands 

Office work means paper work, and smudges 
and fingerprints on typewritten work may mean 
retyping. Therefore, clean hands are desirable 
at all times. U.se a cloth or absorbent tissue to 
wipe your hands if they become damp with 
perspiration or soiled from dust or ink. Give 
your hands a good cleaning at coffee-break time 
and especially after eating. Keep fingernails 
clean and trimmed to a medium length. Girls - 
avoid extreme colors in nail polish, such as 
iridescent pinks or flashy reds. 



The second vital requirement in a well- 
groomed,, businesslike appearance is the se- 
lection of appropriate clothing. 

Appropriate Dress 

Conservative styles and colors, durability, and 
ease of maintenance are the important guides 
to clothing selection. > our t^tlice clothes should 
look well on \ou. fee! conit'oi table, and be easy 
to care for. If >ou keep simplicitv in mind and 
select classic st\ies for basic items -coat, 
jacket, suit. drcss-the\ vvill not quickly go out 
of st\le. If the fabrics are good, vour clothes 
will not wrinkle easllv. wear out too soon, or 
lose their shape when cleaned. (iaiuK colors 
and patterns in shirts, di esses, ties, and so on. 




arc never acceptable for office wear. Young 
men wilt be wise to wear dark-toned suits, and 
girls will find the basic neutral shades- n?ivy, 
black, brown, gray, beige -to be the most sat- 
isfying, as well as a foil for colorful accessories. 



The Right Accessories 

By simply adding a scarf, a belt, a collar, or 
some jewelry, you can vary greatly the appear- 
ance of a basic dress. But remember, acces- 



Careful attention should be given to choosing the correct hat style that is becoming to your shape of 
face. Which of these hats provide the best balance? 
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series are meant to add only a touch of style 
or color; a wrong choice, such as too much 
jewelry or a scarf that clashes, can ruin what 
would otherwise be an attractive outfit. To 
learn to choose the right accessories, think of 
them as doing ^iv your outfit what the right 
musical accompaniment does for a singer; it 
is not too loud nor too important -it simply 
enhances a good performance. 

Emergency Apparel 

Appearance-minded ofl!ice workers frequently 
keep reserve items of apparel at the oflice for 
emergencies. Giris find it helpful to keep extra 



hosiery, handkerchiefs, scarves, and gloves in 
a desk drawer. A pocket-si^e plastic raincoat 
can prevent one's getting drenched in an unex- 
pected downpour at lunchtime or closing time. 
Young men can always use exlia handkerchiefs 
and rainwear, too. An extra clean white shirt 
and lie are also useful to freshen up for an un- 
expected evening appointment or an after- 
hour training session. 

Outerwear 

Those heavy coats worn in colder weather may 
not be visible during working hours, but they 
are very important to your comfort and efii- 



Collar styles are an important consideration when Duying a shirt Make sure the style you choose fits 
well and is suitable for you. 
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• ctency. First of all. the garments must protect 
you from the weather. If you lose a lot of time 
because of colds and other illnesses, you will 
jeopardize your job. If you fight your illness 
and come to work anyway, you will probably 
not perform at full capacity. Garments worn in 
rainy weather must also provide adequate 
protection to avoid similar complications. 

Clothing Maintenance 

Rotate your clothes to give your wardrobe 
longer wear; not only will your clothes last 
longer, but you will not tire of them so easily. 
Brush your dress, suit, or skirt and hang it up 
after each wearing. Do a weekly wardrobe in- 
spection for minor repair jobs —loose buttons, 
torn pockets, frayed cuffs, open seams, sagging 
hems. 

To look completely well dressed, make sure 
everything you wear is clean and well pressed. 
Be sure to keep hosiery and handkerchiefs 
laundered, and plan a fresh change of under- 
clothing each day. Clean gloves, a well-brushed 
hat, a clean and orderly handbag, a tie without 
spots— these are the important details of the 
overall good-look ng picture. A well-pressed 
suit cannot keep a young man from looking 
messy if his shirt is soiled and his socks faded. 
A young woman in a clean blouse still looks 
sloppy if her skin is wrinkled and her stockings 
have runs. If you want to make a good appear- 
ance, pay attention to all details. People lend 
to have more confidence in a person who looks 
neat and well groomed! 

Clothing Purchases 

Before you buy an article of clothing for office 
wear, ask yourself these questions: 

• Is it something I really need? 

• Does this style suit me? 

• Is it appropriate for office wear? 

• Does it fit? 

• Is it comfortable? 



Is it well made? 

Is the fabric of good quality? Is it easily 
cared for? 

Does the color look well on me? 

Will it combine with other clothing I al- 

ready own? 

Does the price represent a good buy? 
Can I afford it? 

If you can answer the above questions hon- 
estly, if you read advertisements carefully, if 
you "shop around" before making your final 
purchase, and if you really want to make a 
good appearance, eventually you will develop 
"clothes sense." Clothes sense means knowing 
what to wear and when to wear it. If you know 
how to buy clothes, the money you work to 
earn will never be foolishly spent; if you know 
how to wear clothes, the confidence and com- 
fort that go with a good appearance will be 
yours -and you will be free to do your best 
work. 

GF.TTI?^3 READY 

FOR THE iOS YOU VVAJ^T 

You have now read about the important skills, 
knowledge, and personal qualities that are 
sought by employers of office workers. This 
is the time to have another look at the begin- 
mng office jobs listed in Chapter 2 - to find posi- 
tions for which you would be qualified^Setting 
your sights as early as possible on the position 
you want permits you to benefit so much more 
from your school training: you can obtain ad- 
vice from your instructors on the best plan of 
preparation for the job you want. 

Once you have a definite goal and an orgatt- 
ized plan to reach it, you will find it much easier 
to choose the courses you need. And you can 
take those courses in the right order. You can 
tie in your classroom instruction with specific 
problems about the work that interests you. 
You even may be able to get a part-time or 



•ummer job to see uhat office work is really 
like. 

But the outcome of all of your training de- 
pends on you. You are the one who must apply 
yourself and strive to get the most from what 



your school has to offer. Then you can face tiu 
job interview with the confidence that yoii have 
the best preparation for job success. You stand 
ready to prove that you have what it takes to 
meet today's business standards. 



REVIEWING YOUR READING 

1 Why do you need to know how to speak well and to write well if you plan a 
business career? 

2 "Almost right" isn't good enough when it comes to business figures. Explain. 

3 Why is the ability to typewrite regarded as a fundamental skill for most 
office workers today? 

4 How does the ability to write Shorthand open new fields of opportunity to the 
clerical worker? 

5 List some advantages of being well trained in office machine operation. 

6 If you expect to "go places" in business, what personal traits will help you 
to do so? 

7 Why are the best interests of the firm of paramount importance in one's 
business judgment? 

8 What are some of the privileges the office worker enjoys? Why shouldn't 
they be abused? 

9 Why can an orderiy person usually get a lot more work done than a careless 
worker? 

10 Suppose a customer makes a call at an office that is disorderiy and disor> 
ganized. Why might this customer hesitate to place an order with the finn? 



PROJECT 15 GROOMING BEST COPY AV.MIABLE 

OBJECTIVE: To develop the good gioomir g hoblts ^ho^ ore r;ece«07y io i*rd Ofd 
maintain o job. 

INTRODUCTION AND MATERIALS: Hondooh at U vour Personal Erlquette QuoHert? 

I'crsonoi Groontl«'rg Choclo.ip (Gl -Is only) 
Vour good Groomirg Checklis!' \0\'h only) 
Self-lnve^.^or/ cho.* on HeaHh habits 



STUDENT ACTIVITIES: Fill out check lists and discuss results 



(Note: Checklists ard inventories should not be graded or turned 
In. Students tend to be more objecrive when told of this 
in advance.) 



TEACHER EVALUATION AND COMMENTS^ 
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WHAT IS YOUR PERSONAL ETIQUETTE QUOTIENT? 

Enter your score inWte,column to the right of the question. Each YES arswer Is I point, 
each FREQUENTLY oftswer Is 2 points ard each NO answer is 3 polr.ts. 

DO YOU Yes Frequently No 

1. Comb your hair in public? 

2. Apply make-up in public? 
3* Chew gum in public? 

4. File or clean your nails in public? 

5. Forget to say "please" and "thank you"? 

6. Use profcne language? 

7. Neglect your personal hygiene so that you 
sometimes offend others? 

8. Interrupt others when they are speaking? 

9. Generally come late for engagements- 
including school ? 

10. Moke a public display of your affections when 
on a date? 

HOW DO YOU SCORE: 

28 - 30 YouVe an angel - end so nice to be with 1 
25 - 27 Your halo is slipping - watch yourself? 
10 - 24 You lost your halo - befre; change FASTI 

GOOD AAANNERS, LIKE BAD ONES, ARE A HABIT; AND THEV HAVE TO BE PRACTICED 
TO BECOME AUTOAAATIC. DON'T WAITI START WORKJNG ON YOUR E.G. NOW. 
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PERSONAL GROOM CHECKUP 

DOES YOUR GROOMING MEET BUSINESS STANDARDS? GIVE YOURSELF A PERSONAL 
GROOMING CHECKUP. RATE YOURSELF ON EACH ITEM USING A SCALE OF 2 - NEVER, 
3 - SELDOM, 4 - USUALLY, 5 - ALWAYS. THEN TOTAL THE NUMBER OF POINTS. 

L Is your hair clean and shining? 

2. Does it look neot and attractive ? 

3. Do you always clean your face thoroughly before going to bed? 

4. Is your make-up skillfully applied? 

5. Is your make-up appropriate for your day's activities ? 

6. Do you brush your teeth after each meol whenever possible? 

7. Do you have a dental checkup regularly? 

8. Are your fingernails neatly manicured? 

9. Are your nails clean? 

10. Is your skin on you hands smooth and soft? 

11. Are your underarms free of hair? 

12. Do you bathe daily? 

13. Do you use an effective deodorant doily? 

14. Do you guard against meristraul odors? 

15. Are your legs free of noticeable fuzz? 

16. Are your heels smooth and uncal loused on your feer? 

17. Are your feet nea.My pedicured? 

18. When you wear perfume or cologne during the day, is it Just 
o faint trace of fragrance? 

19. Are your clo'hes neat and clean? 

20. Do you change your undergarmer.H duUy? 

SCORE: 90 - 100 You meet business stai.dards. 80 - 90 Employer? may 
grudgingly tolerate you . Below 80 Beware 1 Maybe your best frir nd should 
^ tell yoo. 
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YOUR GOOD GROOMING CHECK LIST 



MORNING 



Exercise 
Brush teeth 
Mouthwash 
Shower or Bath 
Deodorant 

Bod/ lotion for dry skin 
Dusting powder 
Cologne 



Morning Face Treatment! 

Cleansing 

Freshner or Astringent 
Moisturizer 

Make-up 

Brush hair - comb, arrange, spray 
Dress 

Han^d lotion 
Ml D-DAY 



If possible, cleanse face and opply complete new make-up. 
Otherv/ise, blot face with tisiues and freshen make-up. 
Check hair - rearrange or comb, as needed. 
Brush teeth after lunch. 
Reapply cologne - hand lotion. 

BEFORE A SPECIAL EVENING DATE 

Cleanse face 

Massage scalp - set hair dry - use hair spray lightly. 
Relax in a frogrant tub bath (bath oil) with a book. 
After bath - apply Body lotion for dry skin. 
Dusting Powder - Cologne 
Evening make-up 
Comb out hair 

Add perfume to pulse spots - inside of elbows, wrists, behind ears, etc. 
Dress 

BEDTIME 

Wash lingerie, gloves, stockings. 

Brush hair fhoroughly. Set or use a few pins or clips to hold. 
Brush teeth - thoroughly. 

Night face treatment: cleansing, freshner or astringent, lubricant cr corrective lotion. 
Hand lotion. 

ONCE A WEEK 

Set aside time for Hair conditioning, shampoo^ set. 
Manicure - Pedicure - Depilotion (legs and underarms) 
Eyebrow arch - check for shays in brow. 

Wardrobe check-up (Decide oi- ^he five outfits you will wear to school or work and 
line them up carefully in your closet by day.) 



Health Questionnaire 



This (fuestionnaire can be used early in each program. When the 
students find that you are truly interested in their heahh, a more friendly 
atmospluTe will develop between them and you. Their replies will also 
provide you with content tor future sessions. Health habits constitute 
an important area of educational content. 

Self-Inventory Chart on Health Habits 



1. Do 1 have the daily requirements of essential food elements? 



FOOD 



Yes No 



2. Do I kn(»w what these are? Yes 

3. Do I eat three meals daily? Yes 



No 
No 



4. Do I eat breakfast? Yes No 

5. Do I eat at regular hours? Yes 



No 



6. Do I cat in between meals? Yes 



No 



7. Do I drink liquor OCCASIONALLY? 



SELDOM? 



DAILY? 



8. Do I eat rich desserts and candy? 



HOW OFTEN.'' 



HOW MLCH? 



9. Do I cat at Imme? Yes No 

10. D( ] cat out? How often? 




If No, who diies? 



Teaching Techniques for Teaehern of Youth from Poverty ^irenn • 2H*J 



REST 

1. Do 1 go to bed before 12 nightly? Y<^s No 

2. How many hours of sleep do 1 have? 

3. How many do I need? 

4. Do 1 stay up all night? Yes No 

How often? Regularly Seldorii 

Occasionally 

5. Do 1 have my own room? Yes No 

6. If not, how many in my room? 

7. Do I have privacy? Yes No 

8. Are my sleeping quarters quiet? Yes No 



EXERCISE 

1. What kind of exercise do I have daily? ' 

2. Do I go in for sports? If so, what kind? 

3. Do I work out in a gym? Yes No 

4. Do I belong to a recreation center or club? If so, what kind? 



5. What sport do I like to watch? 



CARE OF BODY 

1. Do I bathe daily? Yes No 

2. Do I use deodorants? Yes No 

Women: 3. Do I use hand lotion? 

Men: 4. Do I use after-shave lotion? Yes 

5. Do I go for an annual physical checkup? Yes 



HAIR 

1. Do I shampoo my hair weekly? Yes No 

If not, how often? 

2. Do 1 use cheniicals on it? 

Women: Dyes and bleaches? Men: Hair (In-ssiiitis? 

3. Do I massajie my scalp daily? Yes No 

4. Do I brush my hair daily? Yc.-. No 
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EYES 

1. Do I have infections frc(jiicnlly? Vcs^ No — 

2. Dc I see a doctor when necessary? Yes No 

3. Do I need jjlasses? Yes No 

4. Have I done anythinj: about it if I do need them? 
Yes No 

5. Am I ashamed to wear them if I have them? 

Yes No 

6. Do I have to sit up front in order to ^ee the blackhoard? 

Yes No 



EARS 



No 



No 



1. Have I ever had an ear infection? Yes ^ 

2 Do 1 have trouble hearing in either ear? Yes — 
3. Do I have a habit of poking things into my ears -pencils, etc 
Yes No 



TEETH 

1. Do I go to the dentist at leas-t twice a year? 
Yes , No 

2. Do I brush my teeth daily? Yes _ 

How many times daily? 

3. When did I go to the dentist last? 



FEET 

L Do 1 wear shoes that fit properly? Yes — _ No 

2. Have I ever been to a (hiropodist? When.'* 

Why? ^, 

3. Have 1 f»v<'r had athh'tc's fool? l es ao _ 

4. Do I bathe my fcrt weekly? Yes . No 



PROJECT 16 GETTING UONG WITH YOUR FliLLOW WORKERS 
OEijECTlVE: To get along well with the people you must work with and for. 

INTRODUCTION AND MATERIALS: Personality Checkup - Handout 

The World of Work - Cassettes I, 2, 3, 4, 5, 6, 7. 



STUDENT ACTIVITIES: Human Relations Kit ^ I & 2 Teamwork 

15 Placing Blame 

16 Personal Relations 
Teamwork Exercise 2 & 18 * 



TEACHER EVALUATION AND COMMENTS: 



* The World of Work Kit 
Educational Resources, Inc. 



ERIC 



f 



PERSONALITY CHECKUP 



Check One 



Yei Sometimes Ne 



RELATIONSHIPS WITH OTHERS 

..F.end„to«o.do.ho,s. BEST COPY WTWIWIS 

2. willing to do something fo- otiiets wirliout being asked? 

3. On time fo» oppointments with others? 

4. Loyal to yout fti< nds? 

5. Willing to accept 'esporsibility? 

6. Willing to share your belongings with others? 

DO YOU: 

7. Use cote not to hurt the feelings of othets? 

8 Do youf shaie of wo'k fo' family and school gtoups? 

9. prevent aiguements ^athet ♦han stort them? 

10. Think ahead about the 'esult of yout actions? 

11 . Try not to take advantage of the good no^ure of others? ______ 

12. Avoid using profane language? 

13. Use prudence in you' choice of friends? 

ALTITUDE TOWARD THE RIGHTS OF OTHERS 
DO YOU: 

14. Treat animals with kindness? ____ 

15. Respect pfope»ty belongirg ♦o others? 

16. Respect the good name of othe'S? ___^_ 

17. Share your good f Of tune with others? 

18. Respect par ents and Other odu'ts? 

19. Treat others courteously? 

20. Coopetate with the group of whicn you are a membe ? 

iNITiATiVE AND EFFORT TO GET AHEAD 
DO YOU: 

2L Get a job done without prodding? 

22. Readily start project'; for the good of the group? 

23. Assume leadership of the gtoup activities? 

24. Solve problems ra^he' than put them off? 

25. See v/ha* is needed 'o be done rather tho^ be told? 

26. Initiate new activitle-* yourself? . 

27. Accept an office in clubs of which you ore a member? 

28. Refuse to give up in face of a few obstacles? 



29. Set high standaids and wot«hy goals, usually achieving them? _ 
3^ Have confidence in yourself to be able to do a good job? 



HEALTH HABITS 
DO YOU: 



31. Keep clothing neat and clean? 

32. Avoid snacks between meol>? 



33. Watch you' diet to kei?p yoj' weight within the limits tho* 
are right fo*' you'' . 

34. Brush youi tooth t .^u^oily ard see a dentin* regularly? 

35 Take a both regulc»ly? 

36. Wash you' hands before meals? 

37. Do adequate e^ejcise <o keop physically fit? _^ 
38 Keep fingemailv veil manlcuied? 

O 39. Get the piope< omount of rest, sunshine, and fte^h o?- ? 



EJ^jC 40. Get the benefit of sleep befote midnight rot-^ei than before noon? 



PERSONAL HABITS AND ATTITUDES Yes Sometrmes No ^0 

DO YOU: 

41. Talk In a moderate tone of voice? V •■ 

42. Kee,^ at a minimum the amount of borrowing you do? ^. ^ . 

43. Carry on a pleasant conversation with others without • ** . 
monopolizing it? ' 

44. Find that anything you dish out, you ate willing to tak e? 

45. Tell the truth, so that your word can be depended on? 

46. Consider the feeling of others ? ■. 

47. Refrain from forcing your opinions on others? 

48. Respect other's opinions when they differ from yours? 

49. Have a drive and desire to succeed? 

50. Avoid the use of slang? , 

VERSATILITY 
DO YOU: 

51. Dance easily and gracefully? 

52. Ploy bridge with reasonable skill? " 

53. Play a musical instrument? - 

54. Participate in outdoor and indoor sports? . 

55. Consider yourself a good driver? 

56. Address a group without being self-conscious? ^ 

57. Typewrite with accuracy and speed? 

58. Like to sing? 

59. Use a firearm or bow and arrow with skill? 

60. Swim; do you have training in lifesovlng and first aid? 

MENTAL ALERTNESS 
DO YOU: 

61. Understand and follow instructions exactly? 

62. Learn from mistakes? — — 

63. Pay careful otte.iHon to instructions? — 

64. Investigate probi ims deeper than is required? . 

65. Use judgment to distinguish the unimportant from the 

important? — — 

66. React quickly to suggestions for improvement? 

67. Contribute to g-oups of which you are a membec? 

68. Consider all facts ond facets of a problem before 

attempting a solution? — . 

69. Consider the consequences before you act? 

70. Readily adopt yourself to meet situations and changed 
conditions? 
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PERSONAL APPEARANCE Yet Sometimes No 

00 YOU: 

71. Have a read/ smile? 

72. Keep heir well groomed - clean shc-en? 

73. Watch diet to prevent $l<ln disorders? 

74. L'se a deodorant lo prevent body odor? 

75. Avoid use of excessive make-up or hair oil? 

76. Dress in good ♦asre? 

77. Keep clothirg well pressed at all times? 

78. Keep shoes well shired or cleaned? 

79. Sit, stand, and walk following ?he rules of correct posture? 



80. Use good taste in matching color of clothes and access ories? 



PRODUCTION ABILITY 
DO YOU: 



81. Tackle tasks with energy? 

82. Remain cheerful even though task is somewhat unpleasa nt? 

83. Get instructions straight before smarting a job? 

84. Organize work for efficiency before sta-ting a task? 

85. Work at a steady pace wi rhout frequent rest s*ops? 

86. Work up to your capabilities, producing above overage ? 

87. Never sacrifice quality for quantity? 

88. Profit by your mistakes, improving as you repeat task? 

89. Keep waste and wasted effort to o minimum? 

90. Tackle a job the righr way rather than the wrong way? 



DEPENDABILITY 
DO YOU: 

91. Require a minimum of supervision to complete assigned tasks? 



92. Finish your assignments in the required time and on time? 



93. Use moderation when taking advantage of privileges gr anted? 

94. Keep periods of absence from work to a minimum? 

95. Do mo^-e wotk ♦hon required to do in anemergeficy? 



96. Complete assigned task:; ir spite of difficulties and obs» ocies? 



97. Choose the course of action thar is honest and mo'olly right? 

98. Willingly admit your own mistakes, "or blaming othejs for them?" 

99. Ask when something <eem- ro be wong? 

100. Keep engagements once they are made? 



Perfect Score: 100 



Your Score: 



PROJECT 17 PERFORMANCE REVIEW 

OBJECTIVE: To show how to evaluate yourself as your employer does. To know the 
characteristics of a mature person. 

INTRODUCTION AND AAATERIALS: Handout: Criteria for evoluaHng Effectiveness of 

Employees 

Handout: Characteristics of a Mature Person 



STUDENT ACTIVITIES: Class discussion 



TEACHER EVALUATION AND COMMENTS: 



Criteria for Evaluating Effectiveness of Employees 



1. Punctuality 

2. Consideration for others 

3. Manifestation of interest in the job 

4. Initiative 

5. Ability to plan and organize ideas and activities 

6. Avoidance of gossip 

7. Respect for privacy 

8. Ability to listen 

9. Ability to accept criticism 

10. Loyalty to company 

11. Tact 

12. Ability to assume responsibility 

13. Ability to turn out accurate work 

14. Use of channels of communication 

15. Appropriate attire 

16. Ability to control temper 

17. Effective speech 

18. Cooperation 

19. Ability to cope with frustrations 

20. Willingness to learn 

21. Understanding one's relationship to company, employer, and 
employees 

Characteristics of a Mature Person 

1. He is self-critical. 

2. He can accept criticism from others without getting upset. He 
considers constructive criticism helpful to his future growth. 

3. He doesn't sulk or become hostile if he doesn't get his own way. 

4. He faces disappointments as part of daily living. 

5. He doesn't expect special consideration from anyone. 

6. He learns to control his temper. 

7. He tries to understand the consequences of his planned actions 
before they are committed. Consideration for others is important to him. 

8. He is not hypersensitive. 

9. He meets emergencies with poise. 

10. He doesn't view everything as either **all good" or "all bad." 
He is aware of many possible shades of opinions in between. 



PROJECT 18 BUDGETING TIME AND MONEY 

OBJECTIVE: To emphasize the Importance of proper habits In relation to budgeting of 
time and money. 



INTRODUCTION AND AAATERIALS: Cassette: 

Handout: 
Handout: 



The World of Work *9 
One's Time Is his own to Manage 
Using Our Credit Intelligently - National 
Foundation for Consumer Credit. 



STUDENT ACTIVITIES: Compile an appropriate budget for your personal use right now 

and one year from now — compare the two from the standpoint 
of your future full time job and earning potential. 

TEACHER REFERENCE: Enjoying Family Living , Chapter 8 



TEACHER EVALUATION AND COMMENTS: 



One's time is Ms own to 
manage 

Every person possesses the resource 
of time. Not many people, huwever. have 
the understanding or the skill needed 
to manage it for their own benefit. You 
can learn how to make decisions that will 
help you to do, each day, all the things 



you want to do. The joy of living is in- 
creased when you are involved in the 
activities that you want to do. You will 
increase your understanding of time 
management if you formulate generaliza- 
tions as answers to these questions: 

How much time does a person really 
have? 

What are some of the limitations 
placed on the use of time? 

How can time be used for things 
that are important? 

In what ways can a plan aid in the 
wise use of time? 

Understanding of, and skill in, time man- 
agement increases as you discover new 
ideas about it and try them out in your 
daily Hfe. 

The follo wing suggested activities 
are designed to help you and your class- 
mates consider time management as a 
resource: 

Use two minutes for each class mem- 
ber to write down words and phrases 
that he associates with time. Compile 
these into a list. 

Discuss each of the above words to 
see if there are differences in indi- 
vidual ways of interpreting the word 
time. 

List all the things you must do in a 
school day, a Saturday, and a Sun- 
day. Estimate the time it takes for 
each activity listed and calculate how 
much time you have left in each day. 
Write a brief description of how a 
previous decision placed limitations 
on the way you used time. Discuss 
this with your classmates. 
Identify the responsibilities you have 
assumed and analyze how they affect / 
the use of time. / 



List the priority activities you feel 
belong to you; list some unnecessary 
activities that you do. Analyze how 
these iniSuence the use of time. 

List the advantages of a functional 
plan for the use of tune. 

Keep a record of all your activities 
for. a week and the tune required for 
each. Record each day the things you 
did not do that you wanted to do, 
or needed to do. 

Analyze each of the above days to 
see how you could have accomplished 
more. 

Make a weekly plan for the use of 
your time, leaving space to add to 
each day*s activities. Evaluate your 
plan at the end of a week. 
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BUDGETING, SECRST TO SOUND 
USE OF CREDIT 

KNOWING how to make a budget and stick to 
it has been the secret of financial stability in 
literally millions of families. We usually have a 
pretty good idea what our income will be during 
the next twelve months and can forecast better 
than any other peoples in the world what it may 
be even further in the future. This is a result 
of the remarkable continuity of employment 
Americans enjoy. 

It has been more difficult to plan how to spend 
this income so that it provides what we want and 
need most and so that we waste very little of it. 

Certainly those who seek to use their credit 
with intelligence will be those who at the same 
time study most carefully the secrets of good family 
budgeting. 

To make a list of the items that will be found 
in practically every family budget is quite simple. 
It should include surely these items: ^ 



e Food 
O clothing 
O Shelter 
Q Liability 

Insurance 
0 Furniture and 



Home Furnifhirtgf 



O Car or Transporution 

O Life Insurance 

O Medical and Dental Care 

O Education 

^ Recreation 

9 Telephone, Electricity, Gas 



• Taxes arc nal vpaiatclv ifuiiuleil m ihis Jj^rt scu<iv 
sincr inn>me taxes vMiutmuN .ut- witiihrlil tti acUatur 
I.M on wajjcs aiul V4ilatie<^ ami v>t!\< tiiiuN not \j\ tn 
Urm imcimc aiul kAUct taus^. mIc^ I.im* iiamnr toallv 
part of the f.ncrs ainl t-.tl retail lAw^ 

>oung fanulir* i»iun aro iiuliairu m thr mcmthU 
pa\mrnM thvs arrange 



watching q young couple work 
out it$ budget 

Now let us pretend we have had an opportunity 
to watch a young couple tackle the real job of 
bu igeting. 

Vhey had a salary income of $4800 but hope- 
fully looked forward to S53(M) in their second year 
of hoiacn;aking. They started at "scratch," so 
decided on a two year budget plan to let them 
see ahead a bit They had a lot to do; furnishings 
for ilicir home were very important. 

Tint of all, they took stock of what they had 
?nu y^l^' they owed. The difference between 
these two, of coune, was their total net wealth, 
often called "net worth," What better first step 
could there be? This is what they found out. 
They set up, as bookkeepers would, their first or 
starting "Balance Sheet," 
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THE STARTING BALANCE SHEET 



AtttN (What they have) Uobililht (What they owe) 

Cash in bank $ 850.00 And Their H*t Worth 

Cash in pocket 150.00 Owed t . Ring $ 36.00 

Ring & jewelry 300.00 Their Net Worth 2114.00 

Car (3 yn. old) 850.00 

Gross Total of Assets $2150.00 Total owed and Net Worth $2150.00 



Finding in this way that they were "worth" 
$2114 to start, they next worked out a budget 
carefully, a flexible plan but one that they could 
use as a simple guide against whirh to consider 
every substantial temptation to spend from their 



monthly paycheck. 

Let Its have a look below at what they prepared 
— and then shall we analyze each step of their 
plan? 



THE FIRST YEAR'S BUDGET 

The Family Income is $400.00 each 

Th« Plan it 10 Spend and Sav* of B«lov^ month (or $4800 in the year) 

And In the 

A. For the Essential Things Quickly ConsvitneJ ^ Each Month Tear 

t P . ^ 85.00 1020.00 

1- S^ln'; Z..r. 45.00 540.00 

2. Clotnmg ••• •• Q_-- 1140 00 

3. Shelter (either rem or payments on house) 95.00 m^-^V 

4. Electricity. Gas. Telephone, etc 20.00 240.00 

5. Church and Gifts ••• ; ••••• 8.00 SO-w 

6. Recreation— including weekly spending and savmg lor 

summer •-. 20.00 240.00 

7. Small items like kitchenware and other thmgs needed for 

the home ^-^^ 

8. Liability, Accident and Miscellaneous Insurance 15.00 \%^.^ 

Sub Total 293.00 3516.00 

B. To Save for Unknown but Expected Costs, Such as 

9. Medical and Dental Care 15 00 180.00 

10. Additional Education, Tuition, Books, etc ^o^^ ^^"^^ 

Sub Total ^5 00 180.00 

C. To Accumulate Cash and Other Durable Savings 

with Asset Values 

11. Furniture, Carpets, Bedding, Silverware, etc., for the home 25.00 300.00 

12. To be ready to buy a new car in about 2 years (a cash 

reserve) ..... ■ 35.00 420.00 

13. To pay the final $36.00 for engagement ring ($18.00 for 

each of the last 2 months) (IS-00) 36.00 

14. Saving— in Cash or Bonds (starting the 3rd month after 

ring is paid for) IS-OO IHO.OO 

15. Lifi insurance 10:00 12000 

Sub Total ^^■'^'•^^^^ 

Total Budgeted Expenditures and Savings First Year S.S'.Mi.OO 
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wc anolyze this family*s plon 

Perhaps we should consider why this couple 
divided expenditures into three major parts. 

Fint there are the things every family must 
spend daily, weekly, through each month. Most 
of these are quickly consumed. At the month end 
little remains to show except good health, good 
memories and satisfaction. Everyont recognizes 
these expendiiurcs—food, clothing, shelter, tele- 
phone, light, car insurance and the like— but they 
have added a provision for recreatior , allowances 
for the "movies," perhaps gasoline, and, if possi- 
ble, for something saved each month toward a 
summer vacation. 

A sizable vacation fund is difficult in the first 
year or two while family income is still meager. 
It would be realistic to assume this family, like 
many others, will dip into its cash savings for a 
vacation trip when summer comei— but this should 
be very carefully considered. Millions of young 
folk spend vacations in the early years "going 
back home to visit the folks" until their budgets 
will stand more expensive travel. 

Every family wants to give a reasonable amount 
to church and charities. They think these gifts 
are very important, so list them along with things 
like food and shelter. 

The small items like kitchenware, linens, sheets, 
et cetera, will last beyond the end of the month, 
of course, but decrease in value fairly quickly, so 
th«y hesitated to call these "durables" or assets, 
and listed them aUo with essentials that are 
quickly consumed. They luckily have accumulated 
a startiog supply of these necessary furnishings — 
from "showers" and wedding presents, but know 
they must spend some money to supplenjcnt and 
round out what they have. 



The second list is short, at least just now, a sort 
of reserve fund for expenditures that sooner or 
later must come, the amounts uncertain. They 
listed two, medical«dental care and education. 

In the third category, they provided for ex- 
penditures that by nature are on the "savings** 
side. Of course here will be found their planned 
cash savings and purchases of savings bonds; but 
also in this list they could provide for furniture, 
carpets, bedding, silverware, a refrigerator— all 
the durable home equipment that should last a 
lor^ time and retain a real element of value long 
after the budget year ends. 

They wanted to be ready for a new car, not 
this year but perhaps in another two years when 
their present car will be five years old or more. 
It will still have some reasonable "trade-in" value. 
This then must be a cash reserve. It goes into 
the savings account in the bank each month, to 
accumulate. It will be used, added to the car 
they "trade-in," as their down payment, so 
monthly payments on the new car can be kept 
within the limits set by their budget for that 
year. They had in mind $35 a month as the 
most they can afford to pay on a car, as far as 
they now can see ahead — and plan their down 
payment reserve to make this possible. 

Finally, they took care of two $18 payments 
(in the first two months) to complete the instal- 
ments on their engagement ring. The cash savings 
already mentioned therefore must start in the 
third month. They allowed $18 a month for the 
whole year to cover both of these items. 

Every young person and family should start 
eariy to provide life insurance. Here thry roughly 
figured they would start with a good policy that 
will protect them to the extent of about $2000, 
with the advice of theii banker or a substantial 
insurance agent. 

All in all, they came out with a budget of 
5396.00 a month, or $4752 a year, about the 
amount of the family income. 

Watching this couple draw up its budget we 
realize such calculations must differ from one 
town or state to another, and also as our in- 
dividual likes, dislikes, choices and ambitions vary. 
In fact the young lady just might balk at providing 
for the two last payments on her ring in this 
budget. 

Can you make a first year family budget to 
suit your own best interests, to give you the 
greatest happiness and satisfaction, chosing a rea- 
sonable income expectancy to work with? 
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thtir ''tnd of the first year' 
balance sheet 

Suppose now this couple has followed its budget 
throug[h the whole first year. What will its **Bal* 
tnce Sheet** look like as the second year of the 
marriage coromcnce^? What have these young 
people accomplisihcd? 

Here aie a few things they did this first year, 
worth studying for their effect on the family*s 
financial situation. 

(1) In the very first month they bought 
furniture and appliances for S492.50. As a down 
payment they used $100.00 of their starting cash. 
They signed an instalment contract for the bal- 
ance, $392.30. at S25.17 monthly for fifteen 
months. 

In the year they made eleven payments at $26.17 
(the first a down payment accounting for the 
twelfth month). This gives them an equity in 
their furnishings of SlOO + (H x S2f).17), or, 
$387.87. They still owe four monthly payments 
or a total of $104.63 which must be taken care of 
in their second year's budget. 



They have used this purchase for a year now. 
Its market value has depreciated considerably. 
However^ they did not buy it to sell again, so 
consider only that it has given them about 1/10 
of its useful service. They write off 10%, or $-19, 
as depreciation and carry forward as an asset 
S44 in their year-end balance sheet, 

(2) Their car is a year older and they "charge 
ofT* another $200 for its depreciation, leaving it 
listed as an asset at .S630.00. 

(3) They used $100 of their original cash in 
pocket for miscellaneous things in starting up 
their family establishment. 

(4) They spent only 550 of their medicdl*dental 
budget. 

(5) They over-spent their monthly budget for 
furniture by a dollar or so. 

(6) They have $420 toward their new car, the 
$144 they budgeted for "savings" and about $48 
by whicii their income exceeded the original 
budget. 

Now with these notes in mind« let us examine 
their new Balance Sheet. 



THEIR ''END OF THE FIHST YEAR'* BALANCE SHEET 



ASSETS 

(What they have) 

Cash in Bank (of the original amount) 
'* ** *• from budget— unspent 
'* " " " " —for car 
" " " " " —for savings 
Total Cash in Bank * 

Cash in pocket 

Ring and jewelrv 

Car (4 yrs. old) 

Furniture and Furnishings, equity $392.50, less 
$39.00 depreciation 

Gross Total of Their Assets 



$ 



750.00 
244.00 
420.00 
144.00 



$1,558.00 
50.00 
300.00 
650.00 

353.50 



. UABIIITIES 

(What they owe 
And Their Net Worth) 

Liabilities — Four 

month payments of 

$19.50 each on f urn* 

iture $ 78.00 

Net Worth 2,833.50 



$2,911.50 



Total owed and 
Their Net Worth 



S2.9I1.50 



After a!lowinj» for depreciation on car i»nd fiirnitiirc» thev arc aboni ^719.ri0 "hctter off after their first year of 
luidf^etiiig. Thev ha\e in elfeci saved 5719^0. a pan of whiih has rcvulicc! from their instalment purchase and the 
regular pavnients they have nuide on it. At the year en<l. true, thev our<l S7H.O0 on the purchase, hut againsi 
this, u'hith shows as a "nahilitv" above, on the as«ct side thev show u net vVi3.riO on the trans.iclion. One hun- 
dred dollars of this of coutse came from theit star tint; cash, leaving; them now S75O.O0 of their original S850.00. 



Note—- In later years their life insurance policy will have built up 
substantial savings or cash value, but not by the end of this, 
their first year. 

♦ I'rohatiU thev now will transfer .<500 or V>00 of this to a savinf^s nccount to earn interest, until it is needed 
foi the new car! 



why not moke the second year*s 
budget yourself? 

Whv not make ihcir second yearns budget your- 
self? Here is what they plan to accomplish in 
year two of their homcmaking and this informa- 
tion shoujd enablr you to make a very sound and 
satisfactory plan for them to follow. Use the same 
general outlim- a> they did for their first year. 

0 They hope to ram a little mote and count on 
en income of .^'>)00 (a S500 ''raise'*). 

^They expnt to spend 55 mote or $90 a 
month for food 

0 They thnik they should plan to sec aside $20 
pet month for medical and dental care.^ 

Q They want to cHoil specifically this time 5/5 
per month far further education. 

0 This is the real year for buying the furniture 
they now knew they will need and tike, so they 
plar to spend much as 535 a month, or, $240 
in the year} 




' Th*'> rrali/c any reserve for medical rxpcnir may 
prtnc iiiadri|viatr, but know by careful bud»;<lins5 they 
will bf in <ood shnpe financi.iIU to horr-jw in an 
emer^encv. 

•Naturally Sin<r the things the\ need will cost fairlv 
larsjr aiiiountx, tb»'\ rxprct to pav about $.^5 each 
month on an in^t.ihnrnt purchase, in a store they 
have chosen carrfulK. 



%They are uncertain hotv much this tvill leave 
them for cash savings, Covernment bonds, et 
cetera, k it perhaps you can figure this out for 
them and put it into their budget, 

0 They would like to start buying a house this 
year, if you can work provision for this into 
their budget. 

With these changes they think their second 
year's budget program will differ little from the 
first. They do have in mind increasing their life 
insurance as their family responsibiliiies grow, but 
Jfeel this change should wait. 

Now will you make up a good budget for them 
to suit their own ideas and plans? 

USING CREDIT WHEN THERE 
IS CASH IN THE BANK 

Certainly you have noticed this family bought 
$392.50 worth of furniture on the instalment plan 
when there was $830.00 cash in bank. They only 
took out $100 of this for a down payment. Why? 
A credit service charge was included in the $392.30 
and it could have been saved by paying cash. 

The answer lies in conservative budgeting. It 
is known that the American families that owe a 
few billions of dollars on instalment balances, at 
the same time hold vast cash savings in reserve. 
So this couple is not at all an exception to custom. 

Cash reserves are very comforting, against the 
unforeseen, the possible emergency. Cash in the 
bank allows a young worker freedom of thought, 
freedom from worry and the fear of a financial 
pinch. It gives one the feeling of substance, as- 
surance that when **the opportunity** comes he 
need not forfeit it for the lack of a few dollars 
tucked away. So millions of families much prefer 
to buy on credit, out of their on-going budget, 
than tu save a few dollars in credit service charges 
by depleting this vital nest egg. They feel also 
that the habit of buying out of savings is easy to 
fr.il into, much harder to discontinue so long as 
there arc any savings left. 

<redit buying is not confined 
to any income group 

While we have studied the budget of a family 
whose inconu* is close to SISOO a year, the fastest 
growing use of instalment credit now is among 
families whose iticonie is over N7.S00 a year. * The 
credit mechanism lan be useful to almost all of 
us, no matter what our income may be. It is for 

* This is reported by the Federal Reserve System. 
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us to translate this usefulness intelligently to our 
own situation, budgeting and making long and 
short range purchasing and financing plans to a 
pattern that fits our capacity and objectives. 

The consumer credit mechanism is a democratic* 
tng element in our economy. Elsewhere in the 
world many very useful and desirable products 
and services are not available to all of the people. 

In the United States no reasonably credit* 



worthy family is denied any product. This may 
be the most important of all the values of the 
consumer credit system we have built up. By this 
simple device any family, whatever its income 
bracket, can plan to buy and ultimately obtain 
some fair share of whatever is made in our fac« 
tories» whatever service medicine and surgery can 
perform, whatever educational advantages our 
schools and colleges offer. 



QUBSTtONS 



1. What is a family budget? List its most common 
provisions. 

2. Define a family balance sheet. Why it a balance 
sheet helpful in making a good budget ? 

3. Explain the practical reasons for dividing a budget 
into at least three sub-sections, and give a heading 
10 each. 

4. Consider the family whcse finances we have dis- 
cussed in this Chapter. We have thrir starting 
balance sheet, their first year's budget, their bal- 
ance sheet at the end of one year — :ind a list of 
some of the things they want to do in the second 
year. 



6. 
7. 



Draw up a second year's budget for them — and a 
new balance sheet that will show their accomplish- 
ments as the second year closes. 

Many families buy on the instalment plan when 
they have sufficient cash in the bank for these pur« 
chases. Why do they do so? 

Among families in what income groups is instaU 
ment financing most rapidly increasing? 

By what reasoning can it be said our Consumer 
Credit s>stem is a ^'democratizing element'* in the 
country? 
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PROJECT 19 HOW TO ASK FOR A RAISE OR PROMOTION 

OBJECTIVE: To learn how to ask for a raise or promotion efficiently and effectively 
and to evaluate timing In the process. 

INTRODUCTION AND MATERIALS: Cassettes: World of Work J^--^^^^^^^^ 

Read: Chapter II, page 64 Helpful Hints on Asking for 

a Raise 

STUDENT ACTIVITIES: 

Discuss promotions and Interviews 

Possible addition to group activity: Human Relations Kit *I9 Earning your Pay 



JEACHER EVALUATION AND COMMENTS: 



PROJECT 20 MAINTAINING AND UPDATING YOUR SKILLS 

OBJECTIVE: To realize the significance of keeping abreast In your area and the 
Importance of iipdating your skills periodically. 

INTRODUCTION AND AAATERIALS: 

Show samples of trade magazines and other periodicals. 



STUDENT ACTIVITIES: Read: Chapter 17 What you should know about Training and 

Apprenticeship Programs ■ GetHng a Job 
With g Future. 

Investigate one or more of the following sources of additional 
occupational training: 

In-Service Training or Industrial Training 
Adult Education Evening School 
Communi ty Col lege offerings 
Vocational-Technical offerings 
Four Year College offerings 
Apprenticeship Programs 
Short Courses - Chamber of Commerce or other 
sponsoring groups 



TEACHER EVALUATION AND COMMENTS: 



PROJECT 21 AREAS OF OCCUPATIONAL INTEREST 



OBJECTIVE: To establish three fields of career interest ond invesligate the general 
requirements, working conditions and employment outlook for them. 

INTRODUCTION AND MATERIALS: Filmstrip: How to Study Occupations -{Guidance 

Club -T.J. Library) 
Chapter 11 - Occupations and Careers 
Chapters 12 - 19 Explorir.g the Occupational World- 
Occupations and Careers 



STUDENT ACTIVITIES: 



Compile the relative material pertaining to the three career choices you 
made with consideration of your interests and abilities. 

Follow outline on page 137 Ports I - 10 in Occupations and Careers 

Consider major sources of occupational information on page 141 
Occupations and Careers 

Refer to: Occupational Outlook Handbook 
Dictionary of Occupational Titles 
Encyclopedia of Careers 
S. R.'A. Occupational Briefs 



TEACHER EVALUATION AND COMMENTS: 



NAME 
DATE^ 
CLASS 



BEST COPY AVAIU^if 



Student EvaluoHon of Sociol SkilU P.ojec*. Pleote orswe- the foUo'^rg questions with 
the best possible answe-. ^here moy be mo'e rhop ore cc^ erct orrA-e*. 

1. Everyor e should use: «'o/ cologne 'V- meu^hwoth {c Deodo w"-* 'jd) oil of ^h'e obove 

2. A data sHee' hi (a,- An ouHme of your history, includi'^g rome ord address, educational 
backg'ound/ employme^* exne.'*ence, ord reference". b) A job oppUcoNon. form 

(c) A list of grades keptby schools -d) A Ujt of rea^O'.? why you want a job, including 
your income, aufobiog«aphy, ord career goals. 

3. Whe^> ofked by the job inte'viewer, "What con you do?"; «a"; Imp'-esf. the interviewer 

with your ♦olen»«. (bi Siore you* experience, such as ctHe' jobs you hove hod ond 
your skills, such as typ>rg. ;c.' Discuss yoii" roreer goo!, .d' Be modest and do not 
oversell yourself. 

4. A job opplicotion blork should be; (o) Reod iho oughly b'^fo' e orv^e-ing (b) FilUd 

out completely or-d neolly tc) A'.s-ve ed truthfully (d) Comple/ed os described above. 

5. When choosing between job?, one of ?he major thirgf you vvan« to keep !n mind is: 
(a) The starting salcy tb) The long-;ar.ge oppo'ru-'.iite* the jobs provide, (c) The 
houcs. (d) The f-ir.ge benefits. 

6. Every orgarization expects irs employees *o: (o'' Show up p omp^ly for work, (b) Be 
polite •'o othe'S, including feli0"v wo'ker>, supe.-viso's, and cus'ome'^s. ^c) Follow 
through wi^h ci task ur.MI if Is do'^e, af-e' beuig »howr« t^ow ,o do i». (d) Do all of 
these thirgs. 

7. Or your firs' job you should; •a: Be wiping to vo?k chee-fuMy a- »he beginning jobs 

to prove you selt . vb) No* expec ;o moke mi'''clfe:; «he»efo'e, no* ake ^Jry criticism, 
(c) Plan ••o bo?s o'he-i o'ound to ge» rhe job do' .d> See 'i^-hic h :o>ks you can pass 
on to othe'i. 

8. By knoA-irg your sr'-erg'h'* ond you -ki''-., you ds^eir^p «e ."-i or t idencfe. This is 

impo'*an» in job hu'^Mng becou-e a <e'f-c.o.'.nde- - pe-so' - <t-" an optimift 

(bi is no* shy . He look' ord oc*s as 'hough he ho; ome'Hir^g ro o*te.- or* employer . 

(c) Is not "smc-^'o'ecky" o.- 'Jupf; io'. d, oH of '^e crjc -^ 

9. A good 'A-ay *o fi^d u job is !o; 'o- L-sf you' f'ierd^ O' d ttmi'y koo'^ you a e 

lookirg fo. a |ob 'b; Iclk «» o*.e -vi'H a voco i'orui irv u-. c-- o- guidonce 
cour.selo . Ici Ke»rp thocki-'g 'he /vor ?-od sec<»0''« oi 'he fe«'v>pupi- -s, vd) 
FoUo'A oil of ihv'-'- >;epi. 



BEST COPY AVA1LAB1£ ^7 

10. One of the th«rig«i job ir.ts^-.'ewejs look tor U: {a i A dean t e^i oppeoronce. 
(b) Good posfure, showing aUrtne-.s ard good heolth W, Good •non^e;-- 0'.d 
speech (d) A combinatIor« ©•* tiie above . 

I!. How do you begin a job interview;. »'a» S.*o-t out by relliV-g about you-elf . 
~ (b) Begin by tclkirg obou^ the wea*her «v) Praise «omeming fcvo/oble ♦hat /ou 

have heord about the job. (d) Wait for the ir.terviewe.- ro open ihe cor;vsrMition. 

12. Why might a job ir^e<•vlev^.e•■ csk you who* your inte^e'ts a-e? (a) To get to 
^ know you be^-e'? <'b/ T© f«nd ou- how smc^t you ore? I'c' "o find * he job .'hat 

best matches your interest? (d) To see whether o» fot you like ihe some ^hi^gs 

that other employees like? 

13. A job oppliconon le*fe« is wri**en: (o) To get or. appoir^ment fo» a job interview, 
(b) While woi*i/^g for the in^e:vievte.-., (c) During the job interviev. (d) As a 
"thank you" ofter the job interview. 

; 14. A job app lication le*^er Is written: «a'/ Separately for eoch orgarizaMon contacted. 

(b) Once and duplicated fo' oil orga-izat'ons. (c) In longhand (d) In any of the ways 
described . 

15. During o job in^e^-Mevv, you should: [a] TeU cs much as you can about yourself and 
your family, (b) Give oil fac^' showir.g ycur qual if 'cations fc: the job. (c; 

claim skills that you do rot hove, {d) O^'ode orsvering queitiors thct might embor-ass you. 

16. How do you go abou^ getting a job? (a^ Wait for someore 'o get on*r for you? (b) 
'hirk abcut the kind of job you '^.ont, make o list of tho^e you heo; obout, and opply 
fo» one of them? (c) Wonde- around your neighborhood looking for help-wonted signs, 
(d) Join a group to leorn of job openings? 

17. A state employment service h one place to vis:t wher. ceek«'ng o job becouse: (a) It is 
a government age-c y oftVing o f'-ee placement service '^b'l It n a good pbce to sign 
up for a governmer.f job ic) U is a prua^e business wh?ch cha-ge-, !he employer a fee 
for finding you o job. (d* Nore o*-' tftesa. 

18. In p-eporipg fo* a job if ^e-vi^v, is impor*a'!* that: «o'- Shoei o"e poM-.hed ard in 

' good condirior . 'b} Her, toce, and ho^-ds ore dean end well-groomed, (c* Clothing 
is businesslike, p-essed, of.d brushed \d) All of fhme :hir«g: c « dor e 

19. When cpplying ^or a job, it i^. a good ic'ea to; (a' Look no*urol . V'«ar everyday 

clothing, (b) Drejs in a bus«rn;'->Hke niar-ner. D'e^s 'o; a po'^y. id) Be casual. 

20. How you speak i^ impo'tor* ir. a |<>b ir+e.-view. /ou shouid: i.o' P'ac»ice g<ommar: 
use completrj seo'er.ce^i. (b) Avo.cf ^»jmmering - speak ^/o^ly •(.; A^oid "uh'," ond 
"e-s" (d) Follow, all of <heis suggts«*Of ^ . 
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TEACHER EVALUATION FORM 
I. General comment on student acceptance of the program. 



2. Did the students enjoy the projects? Did the itudent believe they were concrete 
situations and problems? What did they like and dislike? 



3. To what degree of achievement did the skills develop within the student? 



4, What were the strengths and weaknesses of the project? 



5. What changes would you recommend in the project? 



6. Were there ample materials availoble for you? 



7. Othe** comments: 



STUDENT CRITIQUES OF THE COURSE 
Please check the degree in which you feel this unit applies to you. Circle your answer. 

1. Can you see when this course will help you In your trade? 

High I 2 3 4 5 Low 

Comments: 

2. Was the material presented in this related class applied to your needs? 

High 12 3 4 5 Low 
Comments: 

3. Was the material presented so that it could be readily understood ? 

High I 2 3 4 5 Low 
Comments: 

4. Were the activities helpful in understanding the concepts? 

High I 2 3 4 5 Low 
Comments: 

5. To what degree did you find this unit chailen.^Ing? 

High I 2 3 4 5 Low 
Comment: 

6. What changes would you recommend in this course? 

7. Should this course be offered at any other time during the high school years? 

8. Wo»'ld you recommend this course to other students In other areas? Why 

9. Wcs the material new to you nnd ecsily understood? Why or why not? 
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"fuT" What part of this c< rse did you enjoy most? Explain. What par* of this course 



TO ESTABLISH AN EFFECTIVE PROGRAM THE FOLLOWING MATERIALS ARE NECESSARY 
BOOKS: 

How fo go Abou^ Ge»-Mng o Job with a Fufvre , J.I. Blegelelsen; Grossetand Dunlap 
Publishers, New York , $1.95. 

Occuparlops ond Careers, S. Norman Feingold, Sol Sweroloff, Webster Division, McGraw- 
Hill Book Company. 

Occupotiopdl Outlook Handbook, U.S. Department of Labor, Bureau of Labor Statistics, 
Bulletin No. 1650 (Available in Counseling Center) 

Encyclopedia of Careers ond Vocational Guidance, Doubledoy & Company, Inc., Garden 
City, New Yo k, tAvoiloble in Counseling Center) 
SLIDES AND TAPES: 

Here Comes the Furure, Butler Associates, Inc., 1325 W. Dorothy, Lone, Dayton, Ohio 

45409, $95,00. 

RECORDS: 

A Man's Work, McGraw-Hill Book Company, (Available at Area XIII Medio Cente-) 

Human Relations Kit, Thiokol, McGraw-Hill Book Company, $170. 
FILMS: 

Finding the Right Job, P 235 (Avo'loble at Area Xill Medio Center) 

Your Job: Applying for it, P 236 (Available at Area XIII Medio Center) 

Job and Advancement: On the Move, P 468 (Available at Area XIH Medio Center) 

Jobs for Women: Where Are you going Virginia? P 467 (Medio Cer.ter) 

Job Inteiview: Three Young Women P 56 (Medio Center) 

Job Interview: Three Young Men P 55 (Media Center) 

Jobs and their Environments: On the Job P 470 (Media Center) 

Jobs in the World of Work-A Good Place to be P 471 (Medio Center) 

FILMSTRiPS - FROM: Harcourt, Brace and World, 1969 Catalog pp. 52-53. 



Jobs fo*- High School Students $31.50 

Whot you Should Know Before you go to Work 31.50 

Preparing for the Jobs of ^he '70's 31.50 

Prepanng fo'- the Wo- Id of Work 31 .50 

You' Job lf*t-erview 31.50 

Getting and Keeping your Fii sr Job 31.50 



FILMSTRIPS: FROM: Q.E.D. Productions, Midwest Visual Ed. Service, Inc., 139 Fourth Street, 

West Des Moines, Iowa 50265 
An Irfroduction to v/occfions 
The Woildof Work 
Cour«eling in VocoMonal Decisions 

FILMSTRIPS - FROM: Jam Hondy School Service, Inc., 2781 Eas^ Grand Blvd., Detroit, 

Michigon 48211 
Living Right our Work 

Right Choice 

Right AHitudcf 

Right Counsel 

Righr Outlook 

Right Leode. ship 
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PROGRAM AAATERIALS - CONTINUED 



FORMS - FROM: V.W. Eimicke Associates, Inc., Bronxville, New York 10708 
Application for Employment 
Interview Report 

Telephone Reference Check Guide 

FORMS: Available from Cour^cil Bluffs Post Office 
Withholding ExempHon Certificate W-4E Form 
Employee's Withholding ExempHon Certificate W-4 Form 
Application for Social Security Number SS-5 Form 

TESTS - FROM: Science Reseorch Associates, 57 West Grand Avenue, Chicago, Illinois 
Kuder Preference Record - Student Booklet 
Kuder Preference Record - Profile Sheets 
Kuder Preference Record - Answer Sheets 
Kuder Preference Record - Teacher Manual 

TEST - FROM: The Psychological Corporation, 304 Ea$t45rh Street, New York 17, N.Y. 
Mooney P»-obIem Check Lisf - Student Booklet 
Mooney Problem Check List - Teacher Guide 

BOOKLETS - FROM: A.T. & T. and Associated Companies (Free) 
Tips fo' Succeeding in Business by Telephone 



